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1 Preface 

 

This manual will allow you a quick and efficient usage of AG-VIP SQL. The 

complete documentation is divided into two parts. The first part is for 

administrators. This administrator’s manual includes a description of installation 

and set-up of the system.  

The second part is primarily for those who use AG-VIP SQL for their daily work.  

This user manual provides the basics for customizing the user interface and 
overview of the available commands and functions. You also find information 

about working with special functions like the integrated ToDo/FollowUp system or 

the contact management in graphic address hierarchy. Finally standard tasks for an 

office environment are explained step-by-step. 

 

AG-VIP SQL offers a free working mode and an optional Workflow Engine for 

pre-defined workflows. Workflows are a powerful tool for depicting and 

automating complete work processes. 

(Microsoft, Word, Excel, Access, MS-SQL Server are registered trademarks of the 

Microsoft Coop.) 
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3 License Agreement 

This agreement constitutes a legally binding software license agreement 

between you (either an individual or a single entity) (“user”) and the company 

Grutzeck-Software GmbH, Hessen-Homburg-Platz 2, 63452 Hanau, Germany 

(“licenser”). 

By opening the sealed packing of the software and/or using the software you 

are consenting to be bound by this agreement. If you do not agree to this 

software license agreement, send back the sealed software package and all 

product parts to the licenser against full refund of the purchase price.  

The software, the data carrier, the manual and all documentations as well as 

copies or parts hereof and all symbols are products of the licenser and produced 

under the licenser’s license. The licenser retains all right, title and interest in 

and to the software, including all copyrights and other intellectual property. 

 

§ 1 Subject of the agreement 

(1) The licenser grants to the user a non-exclusive, non-temporary right 

to use the software, provided that the user complies with all terms and 

conditions of this agreement. 

(2) The programs are put at the user’s disposal on machine readable data 

carriers on which they are recorded as executable object programs. 

Furthermore, the user receives documentations as a PDF-file or as printed 
manual. Programs and documentation are referred to as „license material“ in 

the following.  

(3) The licenser is not obliged to deliver update versions of the license 

material during the life of this agreement. To buy an update version the user 

needs to conclude a separate agreement with the licenser.   
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§ 2  License grant 

(1) This agreement permits the user to install and use the programs on 

computers up to the number of computers owned or leased by the user for 

which the user has paid a license fee. By purchasing a license, the user is 

entitled to install and use the software on a data processing unit with a 

processor (workstation or notebook). The user must ensure that the software is 

not installed and used on multiple workstations or notebooks, if the user does 

not own said data processing units. The user must ensure that only one of the 
installed software versions is used at a time. 

(2) The software is „in use“ under the regulations of this agreement if it 

is loaded into the temporary memory (RAM), or installed into the permanent 

memory (hard-drive, CD-ROM or other storage device), displayed, run, 

transferred or stored for use or processing of the data included in the data 

processing unit. In devices connected with said data processing unit (input and 

output devices), the right for use is limited to storage and display. Performing 

said actions for the purpose of monitoring, examining or testing the software is 

also defined as "use". The same applies to the documentation. 

(3) Written and printed license material may only be copied with written 

consent of the licenser. Additional copies of the written and printed license 
material can be purchased from the licenser (subject to charge). 

(4) The user can make one copy of the software solely for backup and 

archival purposes. 

(5) The user has the right to link the software to other programs.  The 

documentation includes a description of the interfaces provided for this. The 

user may modify the programs solely to correct faults in the scope of the 

intended use of these programs. See § 9. Decompiling of the program code into 

any other form is prohibited.  Exempted hereof is a transformation of the code 

in parts solely for creating an interoperability of an independently created 

program with the purchased program or any other program subject to the 

restrictions mentioned under § 69e UrhG (Urheberrechtsgesetz, German 
Copyright Act). 
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§ 3 Transfers 

(1) The user has the right to transfer the license material in its original 

state and together with a copy of this agreement to a subsequent user.  This 

right does not include any transfer of copies or partial copies of the license 

material and does not include a transfer of modified or processed versions or 

copies or partial copies of such versions.  

(2) By transferring the license material, the right to use the software 

according to   § 1 is transferred to the subsequent user, who is then legally 
bound by this agreement. Your right to use the software and all other rights 

hereunder (§ 1) shall expire. The licenser has to be informed immediately in 

writing of the name and full address of such subsequent user. 

(3) When transferring the software, the user has to delete all copies and 

partial copies of the license material as well as modified and processed versions 

and copies and partial copies hereof immediately and completely or to destroy 

above mentioned material in any other way. The same applies to the backup 

copy/copies. 

(4) Para. (1) to (3) also apply to any temporary transfer.  It is prohibited 

to hire out the software or any part thereof to any third party for commercial 

purposes. 

 

§ 4 Transfer by subsequent users    

For transfer of the license material of the user to any subsequent user, this 

subsequent user takes the place of the proceeding user. § 3 applies here as well. 

 

§ 5  Protection of the license material  

(1) Notwithstanding the using rights stated under §§ 1 and 2, the licenser 

retains all rights to the license material including all copies and partial copies of 

this material. The user’s ownership of the machine readable data carriers, 

storage devices and data processing devices is not affected by this. 
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(2) The user is obliged to retain the protective notes, copyright notes and 

any other legal notes included in the license material and to transfer them 

unmodified to any copies or partial copies created by the user. 

(3) The user shall keep an account of any copies or partial copies of 

license material made under this agreement and to keep the account in a safe 

place and to disclose such information to the licenser on request. 

(4) The user shall not make the license material accessible to a third 

party without the written consent of the licenser, neither in original form nor in 
complete or partial copies.  

(5) Before destroying, selling or otherwise transferring machine readable 

data carriers, storage devices or data processing devices, the user shall 

completely delete the stored license material on these devices.  

 

§ 6 Delivery 

(1) The user receives a delivery copy of the programs on a machine 

readable data carrier (CD) and, with purchasing a license, a copy of the 

documentation. When purchasing five licenses, the user receives three copies of 

the documentation.  The licenser delivers further copies of the documentation 

on request and for an extra refund.  

(2) If the user loses the included machine readable data carrier or if the 

data carrier with the license material is damaged during the transport or after 

delivery on the user’s premises, the licenser may charge Euro 25 as extra 

expenses. 

(3) Updates and additions of the license material are offered for 

purchase to the registered user when available. The registered user is not 

entitled to receive any updates or additions of the license material free of 

charge.  
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§ 7 Test version and test period 

The user may test the license material as a test version free of charge during a 

period of 30 days.  

(2) The user either has the possibility to download the material as a test 

version from the internet (from the licenser’s website) or he receives a test 

version of the license material on a special CD.  

(3) The test period starts with the download of the test version from the 

internet respectively with the dispatch of the license material by the licenser 
and ends at the same day of the following month. 

(4) During the test period, the user tests whether the license material 

meets his requirements. If this is not the case, he can terminate the license for 

the tested program without notice. If he does not terminate the license 

agreement within the test period, both parties assume that the program is 

generally suitable for the user’s needs. The user receives the current full version 

as a CD which can be installed over the test version. 

(5) For a repeated licensing of the same program according to § 3 and 4 

the test period is granted only once. 

 

§ 8  Fees 

(1) The licensing fees are determined as one-time charge. For potential 

updates and additions of the license program, an additional fee is charged as 

one-time charge. 

(2) The fees are payable on delivery. Purchase tax (if applicable) is 

charged separately. 

 

§ 9  Warranty 

(1) Both parties agree that it is not possible to develop programs which 

are faultless for all applications. The licenser makes a complete documentation 

available for each of the offered programs (as a PDF file or in printed form) 

which informs about the intended use and the operating conditions of the 
program. 
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(2) For the license material in the version made available to the user, the 

licenser grants the use under this agreement according to the program 

documentation valid at the time of delivery according to § 9 para.1. This 

applies especially for warranted characteristics. In the case of aberrations of the 

functional description, the licenser has the right and (if this is not connected 

with extraordinary efforts or expenses) the obligation to rectify any defects. If 

the licenser is not able to rectify or bypass these extensive defects (aberrations 

of the descriptions) within an appropriate time period to allow the user an 
adequate utilization of the program under this agreement, the user has the right 

to demand a reduction of the license fee or to terminate the license of the 

program without notice. The obligation to rectify any defects ends with the 

termination of the period determined as duration of customer service in the 

appendix “Program Certificate”; at the earliest 12 months after termination of 

the test period  For claims for damages see § 12. 

(3) The user is obliged to make documents and proofs available to the 

licenser about the kind and appearances of aberrations of the functional 

description and to assist the licenser in the determination of defects. 

(4) The warranty does not cover any defects which appear due to 

aberration of the operational conditions intended for the program and defined in 
the functional description. 

 

§ 10  Customer service 

(1) For the six weeks after delivery of the license material the licenser 

offers telephone support for troubleshooting. Precondition for this is the use of 

the current version of the license material and the provision of the error 

questionnaire by the user according to the manual. You can also find help for 

troubleshooting on the website of the licenser. The customer service is subject 

to the regulations according to § 11 “Operating conditions”. 

(2) The user shall create the error documentation according to the 

information in the documentation. After receiving the error documentation, the 
licenser’s customer support gives support via telephone (within the first six 

weeks after delivery of the license material), or sends information or 

documentation like details on troubleshooting or bypassing defects or amended 

program parts. From the seventh week on after delivery of the license material, 
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the licenser is at the disposal of the user in the scope of the customer service 

only per fax,     e-mail or internet.  

(3) If the deployment of the customer service is caused by an application 

error by the user or by similar circumstances caused by the user, the licenser 

can charge an hourly rate for his services.  

(4) The licenser performs program maintenance for an overall charge 

only after the conclusion of a separate maintenance agreement. 

(5) The material given to the user in the scope of the customer service 
becomes part of the license material according to § 1 and is, as such, subject to 

the conditions under this agreement. 

(6) Other services like employee training, adjustments of the program to 

the special conditions of the user or other programming services require the 

conclusion of a special agreement for this purpose. 

 

§ 11  Operating conditions 

(1) The license material given to the user was developed for the use on 

special data processing devices and coactions with other special programs.  

These operating conditions are described in the functional description. 

(2) When using the license material without compliance to the operating 
conditions according to para. (1),  the warranty obligation according to § 9 does 

not apply. In such a case, the licenser takes care to deliver appropriate customer 

service according to § 10.  The customer service is, in such cases, only 

provided for defects during the use of the license material which are detectable 

under the operating conditions stated in the functional description.  

 

§ 12  Limited warranty 

(1) Both parties under this agreement are liable (notwithstanding the 

cause in law) for damages caused by culpable breaches of substantial 

regulations under this agreement which may compromise the purpose of the 

contract. The liability is limited to contractual damages which could be 
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anticipated by both parties due to circumstances to their knowledge when the 

agreement was concluded. 

(2) The licenser is not liable for any commercial losses or lack of profit, 

business interruptions or any other consequential harm caused by a defect and 

claims of a third party except claims from infringements of copyrights of third 

parties. 

(3) The amount of damages according to para. (1) and para. (2) is 

limited to the amount of the one-time charge for the program which is object of 
the claim or which directly caused the damage. The charge (purchase tax, if 

applicable, excluded) is relevant for the entitlement for claims. 

(4) The licenser is only liable for the loss of data and their recovery 

according to para. (1) to (3) if such a loss was inevitable by appropriate data 

back up measures on the part of the user. 

(5) The limited warranty according to para. (1) to (4) also applies in 

favour of employees and appointees of the licenser. 

 

(6) The liabilities of the parties for damages caused by gross negligence 

or intent by members of the management or executives of the parties, as well as 

a potential liability of the licenser for missing warranted characteristics, for the 
infringement of copyrights of third parties or claims according to the product 

liability law remain unaffected. 

 

§ 13  Copyrights of third parties 

(1) The licenser shall indemnify, hold harmless and defend the user 

against any action brought against the user to the extent that such action is 

based on a claim based on the infringement of a copyright or trademark right of 

the license material used under this agreement in Germany. The licenser shall 

pay all costs imposed on the user by law and any claims provided that the user 

immediately informs the licenser of such claims in writing and the licenser 

reserves the right to any means of defence and settlement negotiations. 

(2) If claims are asserted against the user according to para. (1) or if 

such claims are expected, the licenser can modify or exchange the license 
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material at the licenser costs and in a reasonable extent.  If this is not possible 

or if the obtainment of a right of use is not possible, both parties can terminate 

the license for the respective program without notice. In this case, the licenser 

is liable to the user for the damage caused by this termination according to § 

12. 

(3) The licenser has no liabilities, if the claims according to para. (1) are 

based on programs or data provided by the user or if the claims are based on a 

program and on data included therein which was not used in its original, 
unmodified  version delivered by the licenser and if it was not used according 

to the pre-determined operating conditions. 

 

§ 14  Termination, return or deletion of license material 

(1) This agreement may be terminated without notice by both parties for 

important reasons. This applies especially to infringements of regulations 

according to § 2 „License grant” and § 5 “Protection of the license material”. 

(2) Upon termination and independent of time and reason, the user is 

obliged to return the original and any copies and partial copies of the license 

material to the licenser. If the license material is stored on machine readable 

data carriers owned by the user, he must delete the data completely. 

 

§ 15 Limitation and supplements 

(1) Claims based on the infringement of regulations according to § 2 

“License grant” and § 5 “Protection of the license material” are subject to a 

limitation period of six years, all other claims under this agreement are subject 

to a limitation period of three years if shorter statutory limitation periods are 

not applicable. 

(2) Modifications or supplements of/to this agreement must be made in 

writing. 

(3) Additionally, the terms and conditions of the licenser acknowledged 

by the user are valid. 
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(4) If any provision of this agreement is held invalid, the remainder of 

this agreement will continue in full force and effect. The invalid or 

impracticable provision will be replaced by a ruling that is as close as possible 

in economic purpose to the invalid or impracticable provision in a legally 

effective and practicable form.  

(5) Place of jurisdiction for asserting a claim resulting from this 

agreement is the office of the licenser, Hanau, in Germany. This 

agreement shall be governed by German law excluding all warranties 
according to the UN convention. 

Comments and thanks: 

We thank the operators of the site http://www.geonames.org for their work and 
contribution. 

 

Your software team 

Grutzeck-Software GmbH 

Hessen-Homburg-Platz 1 

D - 63452 Hanau, Germany 

Fax        + 49 61 81 / 97 01 - 66  

Internet: http://www.grutzeck.de 

Email:     support@grutzeck.de 
 

http://www.geonames.org/
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4 Free Working 

4.1 Introduction 

4.1.1 What is Free Working? 
Free Working requires the user right Direct access. 

 

If he does not have this right, the user cannot open an address set for editing. 

With Free Working, the user can work on address-related information freely and 

autonomous in the scope of his access rights. In contrast to working in projects of 

the optional Workflow Engine the user can decide what to do next. 

 

 

4.1.2 First steps 
When the user starts AG-VIP SQL, this is the first window to be displayed: 
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You can see a menu with the most important functions in the header. Beneath this 

is a toolbar which can be configured individually. On the left, you see the 

navigation bar. Here you can choose address sets or projects to work on or 

administration tasks in AG-VIP SQL. You can show or hide this workspace via the 

menu File. 

At the bottom right you see the status bar with your log-in name. At the bottom left 

you may see additional information about the usage of AG-VIP SQL.  

4.1.3 Structure and forms of an address set 

4.1.3.1  What are forms for?  
Your administrator provided you with different forms. In these forms, you can see 

address-related information and edit it in the scope of your access rights. 
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You can, for example, see the master data with address and other information in 

one form or the complete contact history in another form. You also see the data in 

a task-related context. 

4.1.3.2  Manage forms 
Purpose: 

Not every user needs every form. A user might prefer one form to the other. For 

this reason, each user can manage the forms freely. 

Procedure: 

1. Right-click on the form’s tab header. 

2. A context-sensitive menu is displayed. 
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4.1.3.2.1 Show all forms:  

Purpose: 

All available forms are shown. 

4.1.3.2.2 Hide forms 

Purpose: 

The current form is hidden. 

If required, you can show the form again with Show all forms or Manage. 
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4.1.3.2.3 Managing forms 

Purpose: 

You can change the order of forms or show and hide forms. 

Procedure: 

1. Right-click on the tab header of the forms and choose the command Manage 

from the context-sensitive menu. 

 

 

 

 

2. All available forms are displayed in the current order. If you check a box, the 

form is shown. Otherwise it is hidden. 

To change the forms’ order, select a form and move it per drag & drop to its 

new place, or use the arrows on the right side of the dialogue box. 

With the button Show all you can show all forms. 

3. Complete your entries by clicking on the button OK. 
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4.1.3.3  View lists 
Purpose: 

AG-VIP SQL has a range of standard lists, for example the Output list which 

shows results of searches and queries, or the Activities list which includes 
resubmissions (called ToDo’s here). 

 Note 

Output- and Activities lists are kept when the user changes between free working 

mode and working in a Workflow or when changing between different address sets. 

 

Show lists: 

1. You can show list windows with the menu View and the command Toolbars: 
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2. The requested list view is displayed: 

 

 

 
Alternatively:     

You can show/hide list windows with the buttons . 

Window contents will not get lost. 

  
Show/hide hierarchy window. 

  
Show/hide list for queries/ outputs. 

  Show/hide ToDo’s, history, tickets (workflow). 

The history shows all recently processed addresses 

including the records processed in the scope of the optional 

Workflow. 

 With the key combination CTRL + F4 you can hide the active 

window. 

If you press ESC in an undocked list window, the focus is set back to 

the current view and the list window is hidden. 

3. Position your mouse pointer in the upper list frame and keep the mouse button 

pressed. You can drag and drop the list on your user surface to any place you 

like. The window is docked to the side of the AG-VIP SQL window. 
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4. With the button  in the docked window you can determine whether the 
output window stays visible all the time or if it is collapsed. 

 
 

5. When you move the mouse pointer over Activities , the window 
is expanded again. This means that the display of the current record is not 

covered. 

6. If you do not wish to dock the window, keep CTRL pressed while moving the 

list window. 
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7. You can resize the window by positioning the mouse pointer on the border 

(margin) of the list window. The mouse pointer changes into a double arrow. 

Now you can resize the window. 

8. You can resize the columns in the list window with the button . 

4.2 The menu commands for free working 

4.2.1 Menu: File 

4.2.1.1 Close 
Purpose: 

The currently open address set is closed. 

Procedure: 

1. From the menu File, choose Close. 

The currently displayed address set is closed. 

 

This command is only available if an address set is open. 

4.2.1.2 Address sets 
Purpose: 

An Address set is a closed group of address data. If you are using AG-VIP SQL 

internally as a sales tool, you will normally work with a single address set. But if 
you are working as a service provider for different clients, you will create a 

separate address set for each client to keep the records clearly separated. 

These address sets consist of at least one address set with a user-defined amount of 

information and freely definable additional information, for example product 

information and, if applicable, project tables. 

Details about the creation of these address sets can be found in the separate 

administrator's manual. 

With this command you choose the address set for free working. 
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Procedure: 

1. From the menu File, choose Address sets. 

 

2. The list of all accessible address sets is displayed. Select the desired address 

set and press ENTER or double-click on the desired address set. 

3. The selected address set opens and all forms for this file are shown. 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 27 

 

 

4.2.1.3 Projects 
Purpose: 

Projects are a central part of the optional Workflow Engine for AG-VIP SQL. 

Work processes can be mapped automatically. Projects consist of a flow of 

sequential work steps.  

A sequence in a sales department can be, for example: 

a) Qualify address:  

Address correct? Determine decision maker, … 

b) Determine demand by telephone: 

Possible following steps/levels: 

– No interest 
- Subsequent demand 

- Current demand 

Etc. This can be taken to any level you need. This means that no contact is lost 
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anymore. 

With this command, the user sees all projects with processing steps in his left 

navigation bar at a glance, which have been allocated to him by his team leader. 

Procedure: 

1. From the menu File, choose Projects. 

A view with all projects and the work steps is displayed which have been 

allocated to the current user. 

 

2. By double-clicking, choose a work step you would like to work on. 

4.2.1.4 Administration 
Purpose: 

AG-VIP SQL can be completely customized for administration. You define access 
rights for each user. You define the data base structure. You create tools for 

automatic document creation with one click. You set up projects in the scope of the 

optional Workflow Engine. You create views and forms for the users so they can 
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see existing data, work with the data and many other things. 

Procedure: 

1. From the menu File, choose Administration. 

Depending on your access rights, you will find all AG-VIP SQL settings here 

 

4.2.1.5  Parking 
Purpose: 

"Parks" the current address record or the ticket (puts it on hold). With this you can 

select up to five records for subsequent processing. 

 

Note: 

In the case of an inbound event, e.g. a call, you are asked automatically if 

you would like to park the current record or ticket. 

You can park up to ten records or tickets.  
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Before leaving  AG-VIP SQL all parked records and tickets must be 

resumed. 

Procedure: 

1. If you are working on an address record or a ticket in the Workflow and you 
would like to continue your work later on, go to the menu Edit and choose 

Park. 

Alternatively you can click on  in the toolbar. 

2. The address record is now parked (put on hold). The entry fields are empty. 

You can perform another action now. 

3. You can continue your work on the parked record by clicking on . 

4.2.1.6  Continue with parked Job/ Park current job 
Purpose: 

Enables the processing of parked address records or tickets. 

 

 

Before leaving  AG-VIP SQL all parked 

records and tickets must be continued. 

 

Requirements/preconditions: 

In free working mode, you are on the level of the address set or project table or you 

do not have a table opened. 

Procedure: 

1. From the menu Edit, choose Continue with parked Job. You can also click 

on . 
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2. If only one address record or ticket has been parked, this is opened for further 

processing. 

If you have parked two or more records or tickets, you see all parked elements. 

Select the ticket or address record to be processed and click on OK. 

3. The record is opened for processing. 

4.2.1.7  Import 
Purpose: 

Address data from external data sources can be imported in different ASCII or 

Dbase formats. 

 0 Import 

Precondition: 

To import address related data, you need an ASCII- or DBase file. The fields 
must be separated by field separators and confirmed with "Enter”. 

With the exception of the special case Access full import, an import via 
AG-VIP SQL is only possible on address set level. 

To start this function you need the functional right Data import. 

Procedure: 

1. From the menu File, choose Import. The dialog box Import Data is 
displayed. 
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1. Choose the Import format for the source file. Several text formats are 

available for this. They have different character sets (OEM or 

ANSII/Unicode) and separators (TAB, comma, semicolon). You can find 

the best import format when clicking on the AUTO button, if  have 

previously stated a source file for the import. 
You find more information about importing Excel files in the following 

 8.4.2  How to import Excel files.  
By clicking on the button Load, you can load previously stored import 

filters. This saves time for recurring import procedures. 

2. Click on the button NEXT and choose the target table. 
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3. You have the options to import the data into an existing address set or to 

create a new address set for the import. You need the required rights to 
create a new address set. 

Click on the button NEXT and allocate the fields: On the left side you see 

all fields of the Address set selected as target table. In the right column 

you see all source fields. 

Select a field in the right and one in the left column. Click on Allocate. 

The selected field of the source field is now imported into the selected 

field of the target table. You can import multiple fields of the source file 

into one field of the target table. You can also allocate one field of the 

source file to multiple fields in the address set. It is for example expedient 

to allocate the company name of the source file to the field Name1 and the 

field Shortname. 

Button Text: 
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Adds a text to the selected field during the import. You can enter a note 

about the address source or add the comma for the salutation. 

Button Clear: 

 

4. Removes an 

allocation.
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 Button New field: 

If you have the requested right and the address set is not in use, you can 

add a new field directly here. Often the source file has fields which are not 

in the address set. You can change this here during the import. 

Button Auto: 

Checks if the field names are identical and then allocates fields with the 

same names automatically. 

Fields that are already allocated have a lock symbol in the right column: 

. 

If you deactivate the option Display all only the allocated fields in the 

address set are displayed. 

 

5. Click on the button NEXT to get to the options for choosing the import 
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mode. 

Option Skip first record  

Activate this option if your source file has column headers. 

Option Automatic overflow for fields Name1…Name3  

This option is expedient if you have very long company - or organization 

names in the source file and these are in one field. AG-VIP SQL allows 40 

characters in each name line. After 40 characters the word is wrapped if 

this option is activated. 

 

Option Automatic adoption of ZIP from field city  

If the zip code and the city are in one field of the source file, you can 

separate them by activating this option. 

 

Import mode for addresses 

a) All addresses as new 

All addresses are imported as new records. This can lead to duplicates. 

b) New entries and changes 

The data is updated. To update existing addresses you have to select the 

identification field in Compare addresses by. 

c) Only new addresses 

Only those addresses are imported which are not yet included in the target 

address set. 

d) Only changes 

Only those addresses are imported which are already included in the target 

address set. With this you can, for instance, transfer sales figures from the 

accounting department and align them with a unique customer number which 

you have previously entered in the AG-VIP records. 

 

Compare addresses by 

If you choose b), c), d) you have to determine identification fields for existing 
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addresses here. All fields previously allocated to address fields appear here. 

When the import is started the field contents are compared 1:1. If there is a 

hit, the allocated data is updated. 

 

 

Use a single transaction for the whole import process  

When this option is activated, the import is performed with an SQL 
statement. When the import is cancelled during the process by the user, no 

data is being imported. Otherwise the import is performed record by record. 

 

Button Save 

The import filter can be saved under a self explaining name and can be 

reloaded at any time. This is how you can quickly define your own standard 

import filter: 

 

The option Save as public enables other users to use this filter. When you       

click on the button COMPLETE the import process is started.  The       

horizontal progress bar shows the progress of this process.  After the import has 
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been finished successfully, you receive a confirmation: 

   
 

You can select the previously imported data with the command Query in the menu 

Search. These are the records with your user name in the field CreatedBy or 

ModifiedBy and the current date in CreatedDate or ModifiedDate. How to import 

Excel files. 

 

4.2.1.8  Find duplicate addresses 
Purpose: 

Duplicate addresses can be found and displayed in the current address set via 

phonetic alignment. In this process, you determine which fields are included in the 

alignment, which percentage of syllables must correspond and which of the 

identified addresses should be displayed as duplicate. 

Procedure: 

1. From the menu File, choose Find duplicate addresses. 
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2. With the Filter you can reduce the number of records which are to be checked 
for duplicates. With this function, you can filter addresses according to 

Country, Zip code and the date of change with Address must be changed 

after. 

3. In Optional fields to test you can include further fields in the duplicate 

alignment. By default the first two digits of a postal code (zip code), the first 

letters of the street and city and the field Name 1-3 are checked. Parts of the 

name like Ltd. are standardized and have less influence on the alignment. The 

other parts of a name are fragmented into phonetic syllables. With Quota of 

matching words it is checked which percentage of the syllables must match to 

decide whether the address is a duplicate or not. 

4. In the area Action you define if all addresses, meaning the original and the 

duplicate or only the duplicates should be displayed and in which list (Report 
1 or Report 2) the results should be displayed. 

5. In How to select the original address you can define a condition for the 

determination of the original. Here you determine whether the original 

addresses have the biggest or smallest value in the field xy. 

6. When you click on the button OK, the search for duplicate addresses is 

started. 
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7. The duplicates are separated from each other with a separator line. 

You can check the results (output) and edit the addresses, merge field 

contents, flag addresses globally as duplicates   or delete addresses . 

4.2.1.9 Close 
Purpose: 

AG-VIP SQL is closed. 

Procedure: 

1. From the menu File, choose Close to close AG-VIP SQL. 

4.2.2 Menu: Edit 

4.2.2.1 New address 
Purpose: 

You want to enter new addresses or to create a copy of currently existing 

addresses. 

Procedure: Create new address 

1. Enter the desired short name and/or number. 

2. From the menu Edit, choose New address. 

Alternatively:      button 

3. If no new address was entered previously, you can now simply create 
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respectively enter the new address. 

Otherwise you will be asked whether a copy of the previously entered address 

is to be created. 

 

4. Click on Nein/No. The address fields are empty now and you can immediately 

enter a new address. 

 

Alternative procedure for creating a new address:  

1. Save your previously entered addresses with F12 or use ESC to empty the 

address fields.   

Alternatively:      = Store and  = Cancel 

2. Enter a new short name and/or number and press Enter. 
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3. Answer the question if you want to enter a new address with Ja/Yes. 

4. Enter the desired address data and additional information. 

 

Procedure: Create a copy of an address 

1. Open the original record that you would like to copy. 

2. From the menu Edit, choose New address. 

Alternatively:      button 

3. The record is now copied 1:1. All information including the information in the 

additional tables (user tables) is copied. The history is NOT copied. 
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Please consider the possibilities of the graphic address hierarchy. 

With this hierarchy you can create a tree structure of addresses, e.g. 

depict the organization of a company or branches etc. Identical 

information from higher-ranking addresses can be transmitted to the 

subordinate addresses. 

This is often more useful than creating a copy of the address record. 

7.3 Enter contact 

 

4.2.2.2 Save addresses 
Purpose: 

The current address is saved (stored). ToDo’s are activated only after saving. 

Procedure: 

1. From the menu Edit, choose Save address. 

Alternatively:      button or F12 button. 

2. The current address is saved. The fields are emptied for entering a new 

address. 

4.2.2.3 Delete addresses 
Purpose: 

The current address is deleted if you have the necessary user rights. Otherwise this 

function is not active. 

Procedure: 

1. From the menu Edit, choose Delete address. 

Alternatively:      button 

2. The current address is deleted irrevocably after an assertion question, together 

with all information linked with it. This procedure cannot be undone. 
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4.2.2.4 Cancel address 
Purpose: 

The current editing of the addresses is cancelled. New entries are not saved. The 

original state of the address is maintained. 

Procedure: 

1. From the menu Edit, choose Cancel address. 

Alternatively:      button or ESC button. 

2. Modifications of the data are not saved. The original state of the address set is 

maintained. The fields are emptied for entering a new address. 

4.2.2.5 Refresh 
Purpose: 

An address record is reloaded ("refreshed"). If modifications of this record were 

performed in other database operations, you can see the new/updated information. 

Procedure: 

1. From the menu Edit, choose Refresh. 

Alternatively:      button or F5 button. 

2. The address is reloaded in its current state. 

4.2.2.6 Print a label for the current address 
Purpose: 

Print labels for a single address directly from AG-VIP SQL. 

Procedure: 

1. Load the desired address. 

2. From the menu Edit, choose Print label. 

3. Check whether the settings for the label print are correct. 
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4. With the button Load you can load existing label formats. On the tab Layout 

you can enter information about the sender or enter an endorsement. 

5. When you click on the button OK, the label is printed. 

4.2.2.7 Copy 
Purpose: 

The street address or P.O. box address or the current field (in which the cursor is) 

are copied to the clipboard. With this function you can easily transfer addresses to 
other applications. 

Procedure: 

1. Load the desired address from which you need to copy information via 

Windows clipboard to other applications. 

2. From the menu Edit, choose Copy. 
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3. To copy the street address, select Copy_Street address.  

Alternatively:     CTRL + Shift + S buttons. 

4. For the post office box address, select Copy_P.O. box address.  

Alternatively:     CTRL + Shift + P buttons. 

5. To copy the current field, position the cursor in the desired field and select 

Copy_Current field. 

In the other application, you can paste the data with CTRL + V. 

Street address and P.O. box address are complete addresses with country-specific 

address layout and blank line elimination. 
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4.2.3 Menu: Search 

 

Note: Quick search in search fields 

In the header of a form, the fields Shortname and Number are 

displayed. Enter the first words of the text to be searched and press 
F3. 
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All addresses with a Shortname starting with Haus are displayed. 
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If you enter, for example, Haus and press the key combination Shift 

+ F3, all addresses which have the text Haus somewhere in the 

Shortname are displayed. For example Autohaus or Hochhaus. 

 

 

4.2.3.1 Search 
Purpose: 

You can search for addresses according to one criterion in the currently open 

address set. As a result, a list with the addresses found is displayed. 
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To search for addresses according to more than one criterion, 

use the command Query. 

If you do not know in which address set to find the address you are 
looking for, use the command Global search. 

 In the fields shortname and number you can simply type in 

the first letters of the required short name or the number and then 

press F3. The addresses found are immediately displayed in the output 

window. 

If you are looking for “Car dealer Miller”, for instance, and you do 

not know how this shortname has been entered ("Miller, car dealer", 

“Miller” or “Miller car dealer”), you simply type in “Miller” and then 

press the key combination Shift + F3. The search argument is then 

found in the shortname, no matter if “Miller” is found at the start or at 

the end of the shortname. 

Fuzzy search: 

It is possible to use variables for the search argument. The question 

mark „?“ is the variable for a sign and the asterisk „*“ the variable for 

a string. 

This means the search argument “„M?ller“ and the key combination 

Shift + F3 leads to the results „Miller“, Car dealer Miller“, „John 

Maller“, … 

 

Procedure: 

1. To search for an address, choose the command Search from the menu Search.  
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Alternatively:      button or F4 button. 

2. The dialog box Search Addresses is displayed. Choose the desired search 

criterion. 

 

3. The following search criterions are available:. 

a) ShortName 

Quicksearch term from the header of an address 

 
b) Number 

Quicksearch term from the header of an address 

c) Name 

Searches all fields of the type Name, last name, first name. 

 

d) last name 

Searches fields of the type last names. 
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e) Country/ Zipcode 

Search for regional criterions. The entered zip code (postal code) is searched 

in the fields Zipcode and P.O.box Zipcode. This means that also addresses can 

be found for which only a P.O. box address was entered. 

 

f) Telephone number 

Searches in all telephone number fields in the communication window. To 
speed up the search, the regional prefix is transformed into the corresponding 

zip code. This means a first search is conducted in the fields Zipcode and 

P.O.box Zipcode. In the second run all available telephone number fields are 

searched in each record. Due to this it is recommended to enter the zip code 

for each address. 

The telephone number query also works correctly if you have entered the 

number in canonical form, for example. +49(6181)97010. 

 

g) File attachment 

Searches in all path- and file names in the history of linked files. 

 
h) Term in all fields 

Searches in all data fields of the addresses. Optionally, you can extent the 

search to the History  and / or the user tables.   

 

i) Term in…  

Here you can enter any field of the current address set on which you have at 

least reading access. With this function the query can be limited to a certain 

field. 

4. At the bottom left you can enter the term to search for.  

5. In Place results in you can choose whether the search results are placed in the 

result lists Search 1 or Search 2. 

6. When you click on the button OK, the search is started. The resulting 

addresses are displayed in a separate output window. 
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Next to the tab labelling Search 1 you can find the number of returned results in 
brackets (here: 220). 

7. To load an address, select the desired address in the list and press ENTER. 

Fehler! Verweisquelle konnte nicht gefunden werden. 

4.2.3.2 Global search 
Purpose: 

Global search enables you to search in all address sets for which you have access 

rights. Due to this, this function goes deeper than the normal search function. 

During an incoming call, the record associated with the telephone number is 
identified with the global search. Pre-condition for this is an active CTI-function. 

The TAPI driver must transfer the telephone number of the caller and the caller 

should not have his number suppressed. 

 

  Attention!  

 The user needs at least reading rights for the Template 
Address Set and the right direct access on the level of the 
address- or project table or the user must be allocated to a 
project state.   
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Procedure: 

1. From the menu Search, choose Global search. 

Alternatively:     Shortcut combination: Shift + F4 or   button. 

The dialog box Global Address and Ticket Search is displayed. 

 

2. Enter the desired search criteria. In Text from you can choose a field in which 

the text is to be found. If you enter a number in Ticket, all other information is 

ignored. 

3. When you click on the button OK, the search is started. When the search is 

conducted in the background, the button Global search is red. As a result, an 

output list with the results is displayed. 
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4. If you work without the optional Workflow Engine, a list with the addresses 

found is displayed. 

In the above example we worked with the Workflow Engine. Two addresses 

are displayed as result.  

In the line <New address> you can directly enter a new address and create a 

new process (ticket) in the scope of the Workflow. This can be helpful if a 

new potential buyer calls and immediately wants information material about 
your products or services. 

The line Tester shows that a ticket in the project Acquisition exist for this 

address. This ticket is on the processing level Send information. The ticket 

number, for example 1295, is displayed with the corresponding processing 

level. The user can decide now to go directly to the ticket by double-clicking 

on it or to create a new ticket (by clicking on the plus sign in front of a 

processing level) in the scope of the chosen processing level, for example to 

directly create an offer for a new product inquiry: <New Ticket> on the 

processing level Create Offering. This is for example perfect for the inbound 

case. 
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5. You work in the Workflow as usual and complete your entries by storing them 

with F12 on the following level. 

If you have chosen an incorrect tickets, cancel with ESC and go directly back 

to the global search results list. 
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Note: 

If you move your mouse pointer over a ticket number, a detailed 

information about the ticket is displayed: 

 


The global search shows only tickets to which you have access as a 

user and which you can edit. This also applies to the possibility to 

create new tickets. A user in a callcenter should be allocated to all 

required processing levels! 

 

4.2.3.3 Query 
Purpose: 

Queries are the basis for inquiries in your data. In contrast to the Search function, 

several characteristics can be linked by AND or OR. The query is the basis for 

several other functions which refer to multiple address records, e.g. export, 

statistics, project allocation (optional), arrange in clipboard and many more. 

Fehler! Verweisquelle konnte nicht gefunden werden.  Fehler! 

Verweisquelle konnte nicht gefunden werden. 

Procedure: 

1. From the menu Search, choose Query. 

Alternatively:      button 

2. The dialog box Query on whole table is displayed. 
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3. In Primary table choose the table you want as a result. This can be your 

address table, a user- or project table. 

 

Example: 

You have a user table named Products. If you want to select how many 
products with article number XY your customers use, choose Products as 

Primary table. As a result, a list with the product entries with the article 

number XY is displayed. If a customer has bought product XY more than 

once, he is displayed several times. 
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If you conduct the same analysis on the basis of the address table as Primary 

table, each customer is displayed only once, as the address and not the product 

is displayed as result. 

4. Fields 

In Fields you will find all available data fields with internal field names in 

alphabetical order. Data fields from user tables include the name of this table 

in front of their own name. (See Products: in the example above).   

5. To enter a criterion, select the desired field and click on Modify at the right 

side of the table. 

Alternatively:       button at the end of the data field. 

6. The dialog box for entering a search criterion is displayed. 
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7. For each type of data field, the option Empty field (field must be empty) and 

Non-empty field are available, which means all addresses must have a field 
content but should not be empty. 

In the following, the different field types are explained: 

a) Text fields 

 

In Contents, enter the desired search criteria. The following additional options 

are available for the search:  

 

- Prefix match: 

Only those addresses are returned which have Grutzeck at the beginning of the 

text in the field Last name. 

 

- Whole content 

Only those addresses are returned which have the word Grutzeck as exclusive 

content of the field Last name. 
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- Search substring: 

Those addresses are returned which include the search criterion or more text, in 

our example this can be an address including Grutzeck-Software. 

 

- Search for range:  

An area from the first to the second criterion is searched, for example all last 

names which start with G to H.   

- Field should not be empty 
The field must contain a value. 

- Field should be empty 

The field must not contain any value. 

- Search with formula 

Values can be searched according to boolean logic. 

The space between the values corresponds to an OR-relation. „-„ (Minus) 

means exclusion „+“ (plus sign) means that both values must be found. 

 

b) Numeric fields 

 

Numeric fields can be searched for with a value range. The first entry field is 

for the lower limit, the second field for the upper limit. 

 

c) Property fields 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 62 

 

 

In fields of the type Properties you can either directly enter the ID to search or 

choose it with the button   from the overview list. 

 

Select the property with the mouse. Press CTRL to select multiple properties or 

Shift to select whole areas. 

Complete your entries by clicking on the button OK. 

 

The following operators are available for the search in the properties fields:  

 

- = Minus: 

The following property should not appear in the returned addresses. 

Example: VA-VI 

Addresses are returned which have the property VA but not the property VI. 
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+ = Plus: 

Both properties must be included. 

Example: VA+VI 

The returned addresses must include both property IDs.. 

 

Space: 

One of the properties must be included. 

Example: VA VI 
 

* = wildcard character: 

This is a variable for an arbitrary string. V* 

This will return all addresses with an ID which starts with „V“. 

 

? = wildcard character for one character.  

The question mark is a wildcard for exactly one character. 

 

d) Data fields 

 

You can search for data fields in the value areas From date with optional time 

entry (only for date-time-fields) to an end date with optional time entry. 

 

- Example: Birthday list 

You can search in a certain month in From month or certain days in From day.  

If you have a data field Birthday, select the current month in From month and 

in From day the period of time to be searched for birthdays. Leave the line 
From date … to empty. With this function you can create birthday lists. 
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e)  logical field 

 

Logical fields can have to forms: Checked (= 1) or not checked (= 0). 

 

f) User fields: CreateUser / ModificationUser 
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AG-VIP SQL logs automatically which user has created or imported the record 

(= CreateUser) respectively who performed the last modification on this record 

(= ModificationUser). When you click on the button Add, a list of all users in 

the system is displayed. Select all users you want to include in the search. If 

you want to select multiple users, keep CTRL pressed while selecting. 

 

Complete your selection with the button OK. Inactive users in AG-VIP SQL 

are depicted in grey , active users in colour . 

 

g) Zipcode (postal code):  
You can select a zip code by entering the single digits or by a from-to entry. 

 

If you choose Query for you have the following options: 

- Wildcard: * 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 66 

 

Variable for an arbitrary string. 

- One character wildcard: ? 

The question mark is a variable for exactly one character. 

- Minus: - 

Excludes the following zip code. . 

 

In the search option Range you can simply enter the zip code range, for 

example: 60000 to 90000. 

Search option Radius around  

Here you can search for all zip codes which are located around a certain zip 

code in x kilometers. This is ideal if you are planning events (fairs) and would 

like to invite all interested persons in a radius of 100 km. 

With the geographic coordinates, the zip codes to be searched are identified and 

used as search criterion. The maximum radius is 500 km. 

h) Hierarchy: 
 7.4 Querying the hierarchy 

i) History: 
All elements of the history are available as selection criterion. If you choose 

Primary table  as History , you will get history entries as result. 

 The following elements are available: 

History Expiry date 
The end date of a FollowUp. 

History ModifiedDate 
Date of the last modification of a history entry. 

History ModificationUser 
User who made the last modification. 

History CreateDate 
Date on which the history entry has been created. 

History CreateUser 
User who has created the history entry. 
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History CallState 
Filters the state of the call in entries of the type phone call: 

 

History User 
The user for which the history entry has been made. 

History Project state 
Lists all history entries of the selected project states in the optional Workflow. 

History UsageCount 
If a ticket in the Workflow is processed in the same state, the usage counter 

adds one. With this you can select, for example, all addresses which had more 

than three dialing attempts. 

History File 
Searches for text fragments in file links of the history entries, e.g. all history 

entries with the file name fragment "offer". 

History TotalDuration 
The duration of the processing (ticket processing) is automatically set in a 

Workflow. Here you can enter a time period in seconds. 

History CallDuration 
Here you can select the duration of the call in seconds. 

History Transition targets 
Enables the selection of all records which are put it/moved to a certain state in 

the Workflow. 
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History IdTicket 
With this, entries of tickets in the Workflow can be filtered specifically. 

History Communication number 
Any text fragment in the column communication number. 

History CommMediaInOut 
Enables the selection of in-/outbound activities. 

History CommMedia 
Allows filtering according to communication channels. With this, e.g. all visits 
within a certain time period can be selected. 

 

 

History Text 
Filters text fragments within the notes of a history. 

History Type: 
Selects the type of the history entry. You can filter FollowUps with this 
specifically. 
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History Time 
Date of the currently set history entry. 

8. Search mode: 

Now choose the desired search mode. If you have entered multiple search 

criteria, you can determine in Search Mode whether all criteria must match to 

show addresses as results (All fields must match) or if one matching criterion is 

sufficient (At least one field must match). 

 

9. Place results in: 
In Place results in you can choose whether the result is to be placed in Output 

1 or Output 2 (query report). You can continue to work on two query output 

lists separately. 

10. Option Display all fields: 

With this function, the display can be reduced to all fields for which you have 

entered selection criteria. With this, you quickly get an overview of the criteria 

you are searching for: 
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11. With the button Save you can save all criteria under a self defined name and 

use them again at any time: 

 

12. The option Save as public enables other users to access this query/output list. 
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If you do not check this option, only you as author can use this selection rule. 

Save your selection with the button OK. 

In the query dialog, you can activate the selection rule you previously saved 

with the button Load. 

13. Start your query with the button OK.  A progress bar shows that the query 

process is running. As a result, a list with the output is displayed. 

 

Current query: 

If a previous query result is available in the output list, you have the possibility to 

replace or supplement the results lists or to merge them (intersection or 

complement). 

 

Choose the desired option and confirm with OK. 
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4.2.3.4 Next 
Purpose: 

The next record in the currently chosen order is displayed. 

Procedure: 

1. In ShortName, enter the beginning of the requested record, in this example g. 

2. From the menu Search, choose Next. 

Alternatively:      button Scroll down button 

 

3. In front of ShortName, you can now see   which shows that the current order 

is alphabetical. The next record with a short name beginning with G is now 

displayed. 

 
You are quicker if you enter the desired value in the fields 

Shortname or Number and press F3. A quick search starts 
automatically and you receive an overview list with all 

addresses with a Shortname resp. Number beginning with the 

entered value.  

 

4.2.3.5 Previous address 
Purpose: 

The address in the currently chosen alphabetical order is displayed. The current 
order is based on the cursor being in the field ShortName or in the field Number. 

You recognize this by   . 

Procedure: 

1. From the menu Search, choose Previous. 
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Alternatively:      button Scroll up button 

2. The address is displayed now depending on the alphabetical order of the 

Shortname or Number. 

4.2.3.6 First address 
Purpose: 

The first address in the currently chosen order   is displayed. 

Procedure: 

1. From the menu Search, choose First address.. 

Alternatively:      button 

2. The first address of the Shortname or Number is displayed (depending on the 

order).   

4.2.3.7 Last address 
Purpose: 

The last address in the currently chosen order   is displayed. 

Procedure: 

1. From the menu Search, choose Last address.. 

Alternatively:      button 

2. The last address of the Shortname or Number is displayed (depending on the 

order). 

4.2.4 Menu Records 
These functions are related to the processing of addresses or records in a list. You 

can create a list for example with the functions Search or Query from the menu 

File. 

4.2.4.1 Remove entry from list 
Purpose: 

The currently selected records are removed from the list. The records are still in the 
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database. They are only excluded from processing. 

Procedure: 

1. Select the entries to be removed from the list. Keep the button CTRL pressed 

to select multiple records. If you want to select a range of records, keep Shift 

pressed while selecting.  

2. From the menu Records, choose Remove entry from list. 

Alternatively:      button or REMOVE button. 

 

 The selected entries are removed. 

4.2.4.2 Add current address to list 
Purpose: 

The currently visible record is added to the current output list. If no output list is 

active, the record is transferred to the output list Output 1 (query report). 

Procedure: 

1. Open the desired record in the current view. 

2. From the menu Records, choose Add current address to list. 

The current record is added to the current output list or to Output 1. 
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4.2.4.3 Export 
Purpose: 

The records which are currently in the address list are exported. You can determine 

the output format (data type) and the fields to be exported. 

 

Please note that you have to select the additional relation in Query as 

Primary table if you want to export additional relations. Otherwise, 

the information from the additional relation is not exported. 

For this function you need the corresponding access rights. 

Procedure: 

1. Select the addresses to be exported with the command Query in the menu 

Search to receive an address list. 

2. From the menu Records, choose Export. 

Alternatively:       button 
The dialog box for the definition of the export file is displayed: 
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3. You can generally export data in a flat table format or completely with 

additional relations as MS-Access database.  

Determine the export format for the flat export. This is the file type to be 

created. Available are different ASCII formats with the separators comma, 

semicolon, tabulator in PC8 and ANSI as well as Dbase, DTA, RTF, Word 

and WinWord. These formats are generally supported by all other applications 

with data import functions. 

 
 

4. Define the Output file and choose whether all or only the selected records are 

to be exported. 

 

5. By clicking on the button Load, you can access previously stored export 

filters. 
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6. Click on Next to reach the next step in the export assistant. 

 

7. Here you can determine the fields to be exported. 
In the left column Available fields you see all available fields in alphabetical 

order. Depending on your selection of the Primary table in Query you either 

see all fields of the address list or also the fields of the additional relations. 

The right column Selected fields shows you the fields to be exported. 

8. To select fields for export, you can move them per drag & drop from the left 

column Available fields to the right column Selected fields. Alternatively you 

can select the desired fields  (multiple selection with CTRL) and move them 

with the buttons   between the lists. 
The order of the selected fields in the right column determines the order of the 

fields in the export file. The first field will be the first column of the export 

file. You can also change the order of the fields within a list with drag & drop 

or with the buttons     . 
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9. With the option Use localized field names for the descriptive header the export 

file gets field names in the chosen language from AG-VIP SQL as header. 

10. When you click on the button Complete, the export is started. 

 
With the button Save you can save the previously defined export 

format under a self explaining name: 

 

Enter the desired name in the line Name. If this export format is also 

interesting for other users, select the option Save as public in the 

upper right corner of the window. Confirm your entry with the button 

OK. 

With the button Load you can load this export definition at any time 

into the dialog box for determining the export format. 

 
11. The data export is started. You see the work process in the progress bar. After 

the export you have the option to copy the file name with the path of the 

created export file into the clipboard. This means opening the export file in 

other applications (e.g. for a serial letter /mail merge in MS Word) is much 

easier. 
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12. With the button Copy you can copy the export file name and the file path to 

the clipboard. If you do not want to do this, choose the button OK. 

The export process is finished. 

4.2.4.4 Copy to clipboard 
Purpose: 

You want to transfer records to other applications as quickly as possible, for 

example add a reference list to a Word document or transfer data to Excel for 

further processing. 

Procedure: 

1. Create a list of records, e.g. with the command Query in the menu Search. 

2. Select the records that you want to copy to the clipboard. 

 

3. Check whether the current display format includes all the fields you want  to 

copy to the clipboard. If necessary, you can change the display format with 

the command Customize in the menu Records (Alternatively   button). 

4. From the menu Records, choose Copy to clipboard. 

Alternatively:       button. The selected records are copied to the clipboard 
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in the current order with all fields visible in the current view. 

5. With the shortcut CTRL + V you can paste these data into other applications 

like MS Excel. 

 

As column header, the internal field names in the header are transferred. 

4.2.4.5 Delete records 
Purpose: 

The currently selected records are deleted from the list. 

 

This function can be locked per access rights for single users. 

 

Procedure: 

1. Select the records to be deleted in the list: 

 

2. From the menu Records, choose Delete records. 

Alternatively:      button 

3. After a control question, these records are really deleted irrevocably! They are 
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then no longer available. 

 

4. Choose whether all or only the selected records should be deleted. 

4.2.4.6 Change/modify records 
Purpose: 

With the help of this function you can modify, change or supplement selected or all 

records in one operation. 

Example: 

You are writing a mailing for potential buyers and you want to link this 

information to the history with the date of the mail dispatch and the linked file. 

Procedure: 

1. Create a list of records to be modified, for example with the command Query 

in the menu Search. 

2. If you want to modify only single records, select (mark) them with the mouse. 

 

3. From the menu Records, choose Change records. 
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Alternatively:      button. 

A list of all available fields is displayed. 

 
This depends on your access rights and the Primary table you chose 

for the query output. If there is an additional table (user table) with 

product information, this information can only be modified or 

supplemented if you have chosen the additional table as Primary table 

and not the address table. 

 

4. Select the field to be modified and click on the Modify button or on the   

button at the right side of the selected field. The entry field for overwriting or 
replacing the field content is displayed.  
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The options depend on the field type and the desired action.  

 

Field type Action 

 Text field Change (replace):  

Replace old value by new value  
An old value, i.e. “Bäcker” is to be replaced by a new 

value. 

Choose the option Change all occurrences and enter the 

old value in the upper field, “Bäcker”. In the field beneath, 

enter the new value, “Bäckerei”. In all records with the 

value “Bäcker” in the field Branche, the new value is now 

“Bäckerei”. 

 

 

Supplement:  

New content only for empty fields: 
You want to add the content “Bäckerei” to all records with 
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Field type Action 

an empty Branche field. 

Choose the option Change all occurrences and enter the 

new value in the lower entry field. In this example it is 

Bäckerei. 

 

 

Overwrite: 

Overwrite all selected records with a new value: 
This is independent of the previous field content of the 

records. The new value is to be entered. In our example, all 

records will get Bäckerei as branch. Choose the option 

Overwrite all occurrences. In the lower field, enter the 

new value Bäckerei. 

 

 

Empty field content in the selected records  



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 85 

 

Field type Action 

No matter which content this field had, the contents have 

to be removed and the field must be empty. 

In our example, all existing branch entries are to be 

emptied. 

Choose the option Overwrite all occurrences and enter 

nothing in the lower entry field. 

 

 

 

 Numeric 

field 

Replace value  
In all records, the numeric field (here it is 

“Angebotssumme”, offer sum) are set to the new value. 

Existing field contents are overwritten. 

 

Add value  
The stated value is added absolutely (+) or by percentage 

(+ %) to the existing field content. 
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Field type Action 

 

Subtract value  
The stated value is subtracted absolutely   ( - ) or by 

percentage ( - %) from the existing field content. 

 

Multiply/divide field content with/by value  
The currently entered field content is multiplied by the 

entered factor or divided by this factor. With this function 

you can, for instance, perform currency changeovers or, in 

our case, correct the sums with a product price reduction. 
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Field type Action 

 

 Country Changing country codes 

AG-VIP SQL uses the 3-characters ISO code 3166. During 

an import, different country codes can get into the system. 

To change country codes, select the option Change all 

occurrences and enter under Old text the character(s) that 

should be exchanged for the new text (3-characters ISO 

code from the selection list). 

 

Setting country codes 
To assign a certain country code to all addresses, select the 

option Change all occurrences and choose the country 

from the country list under New text . 
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Field type Action 

 

 Logical 

field 

Set field to NO 

Uncheck the option box to set the field to the value NO. 

Please note that this option is always an overwriting 

operation! 

 

Set field to YES 

Check the option box to set the field to the value YES. The 

value overwrites all existing entries! 

 

 
Properties 

field 

Change (replace): 

The old value (or old values) is/are replaced by a new 

value. 

In the following example, the status INT=Interessent 

(potential buyer) in the field Adress_Status is replaced by 
Int_Ex (ex-potential buyer). 

In the upper entry field, click on Add.  A list of all 

available properties is displayed.  
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Field type Action 

 
Select one or more properties and click on OK. 

 

In the lower entry field To, select the new property, in 

our example Int_Ex. If you want to create a new 

property and if you have the access right to do so, you 

can create a new property with the button New. 

Overwrite: 

The new value is entered in the selected field. It is not 

important what was previously entered in this field. 
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Field type Action 

The old value (if applicable) is overwritten! 

In the following, the field Adress_Status is set to K = 

Kunde (customer). Leave the upper entry field Change 

from empty and choose the new value from the lower 

field To. 

 

Empty field: 

You want to remove properties from the field and to 

empty the field. 

Choose properties to be removed with the button Add 

in the field Change from. 

Leave the lower entry field To empty. In our example 

the property Int_Ex is removed. 
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Field type Action 

 

 

 
Properties list 

 

 Data field Overwrite: 
The stated value is entered in the data field; old values (if 

existing) are overwritten. 

 

Choose the new date. With the button  you can open a 

calendar sheet on which you can choose a date 

alternatively. 
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Field type Action 

 

Empty field: 
The data field is emptied. Field contents are lost. 

For this, leave the data field empty. 

 

 

 

5. In the dialog box Modify you can now see the changes to be made in an 
overview. 
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6. Determine in the field Modify whether all or only the selected records are to 
be modified. 
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With the option Display all fields, only those fields are displayed for 

which you want to perform an operation. 

 

This gives you an overview of the data to be changed before you 

actually perform the operation. 

7. When you click on the button OK, the modifying process is started. 

4.2.4.7 Copy records 
Purpose: 

The records in a list are copied to another address set. The records are still in the 

source-address set after this operation. All fields which are also in the target 

address set are transferred. Missing entries are not transferred. You determine 

whether only records are to be transferred which are not yet in the target address et, 

existing records or all records. 
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If you enter a new address set name, a new address set with identical 

data structure is created. 

If the data structure of the target address set does not comply 

with the source, data can get lost. When the same names occur for 

several fields, data can be cut/shortened (for example when the 

text fields are shorter). An SQL error string can be displayed. 
 

Procedure: 

1. Select the records to be copied, for example with the command Query in the 

menu Records. 

2. If you want to copy only certain records, select (mark) them in the list view. 

3. From the menu Records, choose Copy records. 

Alternatively:      button 

 

4. In the dialog box, choose the Target address set. If you enter a new address set 

name, a new address set with identical data structure is created. 

5. In Options you can determine which parts of the records to be copied should 
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be transferred to the target address set. 

- Copy history: 

All contact data of the records are transferred to the target address set. 

- Copy user tables: 

All information in the user tables is transferred to the target address set. 

– Keep hierarchy: 

The graphic address hierarchy is maintained if possible. This works only if all 

records of an address hierarchy are copied. 
Make your choice by checking the requested options. 

- Copy record user rights 

Record-related rights per user can be copied optionally. Otherwise, the records 

can be accessed by all users. 

6. In Mode you can determine which records have to be transferred to the target 

address set:  

- Insert only (insert only non-existing records)  Only records are copied to the 

target address set which are not existing there yet.  

- Update only (update all existing records): 

Only records are copied which are already existing in the target address set. 

- Full (update existing , insert new records): 
All records are transferred to the target address set.  

7. Define in Copy if all or only selected records are to be copied.  

8. Start the copy process with the button OK. A progress bar shows the copy 

process. 

4.2.4.8 Move records 
Purpose: 

This is the same procedure as in the function Copy records (see above). The 

difference is that the records are removed from the source-address sets and then 
only exist in the target address set. 
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If you enter a new address set name, a new address set with identical 

data structure is created. 

If the data structure of the target address set does not comply 

with the source, data can get lost. When the same names occur for 

several fields, data can be cut/shortened (for example when the 

text fields are shorter). It is possible that a SQL error message is 

displayed. 

Procedure: 

1. Select the records to be moved, for example with the command Query in the 

menu Search. 

2. If you want to move only single records, select (mark) them in the list view. 

3. From the menu Records, choose Move records. 

Alternatively:      button 

4. A dialog box is displayed for defining which data and which parts are to be 

moved. 
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5. This is the same procedure as in the function Copy records (see above). Start 

the moving process with the button OK. 

4.2.4.9 Reduce to parent records 
Purpose: 

With the function Reduce to parent records, 1:n relations are transformed into a 

1:1 relation. 

Example: 

In the user table Products, select all customers who generally have bought a 

product from you. As a result, a list with the products is displayed. 

 

As you see, Grutzeck appears three times as the customer Grutzeck bought three 

products. Now you want to inform all customers about changes in your bank 

details. In this case, each customer should receive only one letter. With the 

function Reduce to parent records you can reduce the list so every address set 

appears only once. 
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With this function, the fields of the user table for display in the list, 

for export or other things in processing are no longer available. Only 

the fields of the address set are displayed. 

Procedure: 

1. Perform the desired query with the command Query in the menu Records. 

Select an additional relation as the Primary table. 

2. It is possible that you have multiple copies of an address set as multiple hits 
occurred in the additional relation. 

3. To reduce the display to only one address per customer, choose the command 

Reduce to parent records from the menu File. 

Alternatively:       button 

4. The display is reduced like in the example above. Fields of the additional 

relation are no longer available for processing! 

4.2.4.10 Refine query 
Purpose: 

You already have records in a list view from a search- or query function. These 

are, however, too many for processing and you want to refine/reduce the selection. 

You can use the function Refine query  to refine the selection on the basis of the 
records in the output list to refine and to reduce the results. 

Procedure: 

1. You already have an output list with results from a search- or query function 

or a similar action. You want to refine the results/records. 

2. From the menu Records, choose Refine query. 

Alternatively:      button 
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3. Now you have the same possibilities as in the menu Search, command Query. 
 4.2.3.2 Global search 

The Primary table however is the original table. 

4. Enter your search criteria and start the query with the OK button. 

4.2.4.11 Statistics 
Purpose: 

Analyses the characteristics of a field. You can determine the 

characteristics/properties and the increment. For number- and data fields, the 
characteristics minimum, maximum and average value is available.  

The distribution is displayed in the form of a bar graph. The maximum is depicted 

in green, the minimum in red. The average value can be shown as a vertical line. 

The cumulated values can be transferred to other applications via clipboard to 

analyse them or to depict them in any other graphic form. 
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With this function you can easily see: 

 How addresses are distributed regionally 

 How many contacts are on a certain acquisition level 

(concept of the so-called order funnel) 

 Which persons maintain certain addresses and how many 

addresses they maintain 

 If the leads are distributed evenly to all sales representatives 

 How old your addresses are 

 For how long addresses were not actively worked on 

 And much more… 

 

Procedure: 

1. Perform the desired query or search. You receive an output list of records for 

analysis.  

Take for example all records in the output list by choosing the command 

Query from the menu Search and pressing the OK button without entering a 

search criterion. 
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2. From the menu Records, choose Statistics or click on the button   in the 

list window. The statistics assistant is opened. 

 

3. Select the desired field, for example P.O. Box and click on Next. (With the 

button Load you can load previously stored statistics). 
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4.  Enter the properties to be analysed. If you enter e.g. the first digit of the zip 

code/postal code and an asterisk *, you can analyse how your data are 

distributed to the zip code regions. 

If you activate the option Combine results for groups with wildcards, 10 

classes are created in the above example. Otherwise, each zip code would be 
a separate statistical class. 

With the button Save you can save this statistics under a self-defined name 

and use it again at any time: 
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5. You can reload this statistics with the button Load in the first step of the 

assistant. 

6. When you click on the button Complete, the statistics is created. 

 

7. The maximum is depicted in green, the minimum in red. The vertical black 

line shows the average value. With the button  you can show or hide the 

line for the average value. With   you can show or hide classes with zero 

values. With   you can copy the values to the clipboard and process them 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 105 

 

in other applications like MS Excel. You can print the statistics with the 

button  .  

4.2.4.12 Project Statistics 
Purpose: 

The project statistics is, in this case, created for the records which are currently in 
the output list. With this you can, for example, create a project statistics for a 

certain address group (address origin or -batch) to evaluate different address 

sources or to see how this address group has been processed in the project. 

Procedure: 

1. In the menu Search select the command Query and select the records as 

desired. 

In the menu Records select the command Project statistics or click on the icon  in 
the output window. You can see all the options for the project statistics as described in 

more detail under . 

4.2.4.13 Postage optimization 
Purpose: 

For mailings the Deutsche Post AG in Germany offers special dispatch types: Info 

post and info letter. 

Info letter: 

The dispatch of printed information and catalogues has been combined. The option 

Infobrief Standard costs only € 0,40 instead of € 0,45. You need at least 50 copies 

of the same mailing (no sorted delivery necessary). AG-VIP SQL checks 

automatically whether the additional costs make sense if you address less than 50 

addressees.  

Info post: 

As Info post you can only send written notes and documents or data carriers like 

CDs, floppy disks or test samples. This is what you need to choose this dispatch 

type: 
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 At least 4.000 mailings, sorted according to zip codes in ascending or 

descending order 

 Or 250 mailings, sorted according to zip codes regions (first two digits of 

the zip code must be the same) in ascending or descending order 

 Or 50 mailings, sorted according to zip codes regions of the delivery 

location in ascending or descending order 

We can give no guarantee on the prices stated here, these may change. You can get 
additional and updated information about these dispatch types at the Deutsche Post 

AG. 

For this function, select the desired group in AG-VIP SQL. Activate the postage 

optimization. AG-VIP SQL  checks which dispatch type is favourable for these 

addresses, sorts the addresses in the correct order, puts addresses at the end of the 

list which are undeliverable due to missing information and shows the postage to 

be paid. 

Procedure: 

1. Compile the target group with the command Query in the menu Search. 

2. Start the postage optimization with the command Postage optimization in 

the menu Records. The assistant for postage optimization is displayed. 
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3. Enter the Letter type. This is the size of the envelope which you want to use. 

On the right side you see the minimum and maximum values for the 

corresponding letter type. 

Weigh the letter (envelope, contents, if applicable stamp and an additional 

tolerance of 1-2 gram) 
For information, the postage for a letter of this size and this weight for normal 

dispatch as “Info-Brief” and “Info-Post” is displayed. 

4. Click on Next. 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 108 

 

 

5. Select whether you primarily want to use a street address or a post box 

address. If an address contains no post box address, the street address is used 

automatically.  

It is important that you also export the filed selected here in your serial letter 

or on your labels, as otherwise the result of the postage optimization in not 
valid! 

With the button Local area enter the area of your post office where you want 

to deliver the letters. 

6. When you click on the button Complete, the optimization process is started. 
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7. In the example above, AG-VIP SQL has optimized the addresses according to 

regions. At least 400 mailings per regions are necessary for this. Additional 

expenses are necessary for two regions to reach the minimum delivery 

amount of 400 pieces. The rest of 291 letters makes the optimization for one 

region impossible, so these mailings are dispatched as “Info-Brief”. 

Undeliverable addresses are not included in the example above.  
You can print the result with the button Print . You can transfer these values 

into the form of the Deutsche Post AG. Close the window with the OK 

button. 

8. Then you can print the labels or the serial letter.  8.3 serial letter 

4.2.4.14 Print list 
Purpose: 

Prints all records or the selected records of a list. You can determine the output 

format, the font etc. All columns currently displayed in the view can be printed. 

Procedure: 

1. To print selected addresses of a list, first select the records to be printed. 
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2. With the command Adapt in the menu Records, determine the columns to be 

printed and their order. 

3. To print the list, choose Print addresses from the menu Records,  

Alternatively:        4.2.4.17 Adjust view 
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4. In Printer choose the printer you want. With the button Properties you can 

determine the printer parameters. 

In Print range you can choose whether you want all or only certain pages or 

a selection to be printed. 

The option Print additional pages for columns that do not fit on one page 

makes sure those columns that do not fit on one page are printed on a second 

page. 

In Heading you can enter an arbitrary header for the print of the address list. 
The button Layout enables you to choose a font and font size as well as the 

margins and paper format. 

5. When you click on the button OK, the print is started. 

 
Sales list 20.02.2006 13:00 - 1/1 

 Shortname Postcode City Name1 

1 A & B Telco 60368 Frankfurt A & B 

Telecom 

2 Abba 10467 Berlin Abba 

Entertainment 

3 Acdc 20987 Hamburg AC / DC 

Hardrock 

 

4.2.4.15 Print labels 
Purpose: 

Prints all records or the selected records of a list as labels. 

Settings: 

First you have to set the label format. You can then store the settings under a self-

explaining name for further use. 

1. In the menu Edit choose Print labels to get into the settings dialog or, in an 

active address list, choose the command Print labels from the menu 

Records. 

The tab Print Labels is displayed. 
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Printer Shows the currently selected printer. With the button 

Properties you can choose a different printer. 

Format Shows the format (number of columns and lines and the 

paper format) on which the labels are to be printed. With 

the button Load you can load existing label formats. On 

the following tabs you can define your own, custom-made 
label format. 

First label at 

position 

AG-VIP SQL knows how many labels have already been 

printed on a sheet. For the next print, the next/following 

label is proposed. This means that all label sheets can be 

used until they are finished. 

Copies to 

print 

States the number of labels with the same address to be 

printed. 1 means that you need one copy of each address. 
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Print in 

reverse order 

The option Print in reverse order the label sheet is printed 

starting from the bottom of the sheet. This means that the 

printer has a good grip of the sheet until the end of the 

print. 

Printing 

range 

In Printing range you can choose whether you want all or 

only a certain range of addresses (From address… to…) or 

a selection to be printed. 

Load Loads one of the pre-defined standard label formats. All 

popular formats are pre-defined here. 

Please note that each printer has its own non-printable 

area. This means a certain “tuning” of the tab format might 

be necessary. 

With the button Save you can save individual label 
formats. 

Save Saves an individual label format. 

Properties Here you can choose a different printer and the page 

format. This is your normal printer driver’s dialog box. 

OK Starts the label print. 

Cancel Cancels the label print without any print. 

 

2. Go to the tab Layout. 
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Additional header 

line (endorsement) 

A range of endorsements is allowed, for example 

Return to sender with new address if the addressee 

has moved Ask your local post office for more 

information. 

Alternatively, you can enter any text you like to be 

printed here. 

Sender’s address The sender’s address is another text line which you 

can enter individually for the label print. Normally 

this is the address of the sender. After this address, a 

thin line is printed on the label for separation to the 

recipient’s address. 

Additional 

information 

This additional information can be each of the fields 

of the current address set. This field is printed below 

the sender’s address and above the recipient’s address. 

Print street-/ P.O. Choose whether you primarily want a street- or a P.O. 
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box address box address to be printed. This setting is a priority 

setting, that means if you choose P.O. box address, 

but an address in the list has no post office box, the 

street address is printed automatically. 

The format of the recipient’s address corresponds to 

the usual national address format. 

Font Determines the font and font size of the element. The 

font can be determined for the endorsement, the 

sender’s address and the recipient’s address. 

OK The labels are printed. 

Cancel Cancels the label print without any print. Cancel. 

 

 

3. Go to the tab Format. 
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Paper size/ 

Paper feed 

Choose the desired paper format and the paper feed for 

the printer (printer tray). The paper formats are defined 

by the selected printer. Most printers have the option 

special format or manual. With this, you can enter width 

and height for the paper format manually, for example for 

a direct print. 

Number of 

labels on one 

page: 

Columns, 

lines 

Enter how many lines and columns each of your label 

sheets has. 

To print envelopes directly, choose Columns: 1, 

Line: 1. With the settings for margins and label format, 

you can position the recipient’s address exactly. 

Margins of 

page: Left, 

Top 

Enter the distance to the top left first label. 
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Label format 

Width, 

Height 

Enter the size of one label here. 

Distance to 

next label 

Right, 

Bottom 

Enter the distance to the next label (right side and 

bottom). If you enter 0, 00, the next address is printed 

directly next to the previously printed address. 

Properties Here you can choose the printer to be used. 

Adapt Adapts the distances according to the chosen page format 

and the entered lines and columns on the paper. 

OK The print is started. 

Cancel Cancels the label print without any print. 
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Procedure: 

1. From the menu Search, select Query to choose the addresses to be printed. As 

a result, a list with addresses is displayed. 

2. From the menu Records, choose Print labels. 

3. Check whether the settings for the label print are correct. 
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4. When you click on the button OK, the print is started. 

4.2.4.16 Sort 
Purpose: 

Determines the sort order of the output list. 

Procedure: 

1. From the menu Records, choose Sort. 

Alternatively:      button 

 

2. In the left column Available fields you see all available fields. The right 

column Selected fields shows the fields according to which the output list is 

sorted. The field at the top is the primary criterion. 

In our example, the output list is sorted according to zip code. If the zip code is 
identical, the short name is the next sort criterion. If this is identical, too, the date of 

foundation (founded) is the next criterion. 

Next to these columns, you can determine the sort order (ascending or descending): 

+ = ascending 
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- = descending 

For data fields, the option Omit year is available.  With this function you can create for 

example birthday lists. 

With the button Save you can save the sort order under a self-defined name and use it 

again at any time with the button Load. 

Complete your entries for the sort order with the button OK. 

 

 
With a double-click on the column header you can quickly re-sort the 
output list according to one of the fields displayed. 

The field which currently determines the sort order is the one with the 

grey triangle:   

 

4.2.4.17 Customize view 
Purpose: 

Here you can determine which fields are displayed in the columns of the output 

list. 

Procedure: 

1. From the menu Records, choose Customize view. 

Alternatively:      button 

2. The dialog box for the definition of the columns to be shown is displayed: In 

the left column you see all available fields. The right column Selected fields 

shows you the fields that are currently displayed in the list. The first field is 
the first column of the list. 
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3. To add a file to the current view, select the field in the left column (available 

fields) and click on the button  . The field is now added to the right 

column of selected fields. 

4. With the arrow buttons    between the columns you can move a selected 

field up and down to change the order of the columns in the output list. 

 
You can also move the fields between the columns with the mouse 

(per drag & drop). In the same way, the order of the fields in the list 

selected fields can be changed. 

 

5. With the button Save you can save this view format. By clicking on the button 

Load, you can quickly access previously stored list views. You can store e.g. a 

list as contact list, forecast list or telephone list. 

6. Complete your entries with the button OK. The modified view is displayed. 
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4.2.4.18 Refresh 
Purpose: 

The display of the data in the list is "refreshed"(reloaded/updated). This is 

expedient if the data has been modified by other users. 

Procedure: 

1. From the menu Records, choose Refresh. 

Alternatively:      button or F5 button. 

2. The display of the data in the list is reloaded. 

 

4.2.5 Menu: Tools 

4.2.5.1 Change password 
Purpose: 

If the user has the requested access rights he can change his password for starting 

AG-VIP SQL. 
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With this function the administrator can create a password for each user. The user 

can then change his password individually. 

Procedure: 

1. From the menu Tools, choose Change password. 

 

2. First enter your current password. 

3. Then enter a new password in New password. 
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4. Repeat your new password in Confirm the new password. 

5. Complete your entries with the button OK.  

6. If you have entered your old password correctly and if the new password entry 

corresponds to the control entry, the password change is valid. Otherwise an 

error warning is displayed. 

 

4.2.5.2 Telephone setup 
Purpose:  

Computer telephony is included in AG-VIP SQL by default. A dial device with a 

TAPI driver is required for the functions. TAPI (Telephony Application 

Programming Interface) is a standardized CTI-interface by Microsoft, which 

applications use to communicate with a dial device (telephone, ISDN-card or 

switchboard). The TAPI driver is provided by the manufacturer of the dialling 

device. 
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This is how a MS TAPI interface works: 

 

 

  
The currently active telephony application transfers its data to the 

TAPI centrally integrated in Windows. This transfers the data via SPI 

(Service Provider Interface) and its drivers to the end device. 
You can find a site with information about the manufacturers and 

providers of TAPI enabled telephones and other end devices like 

ISDN cards on our website. 

Detailed information about creating a TAPI interface and an 

overview list of dialling devices with TAPI interface on 

http://www.grutzeck.de 

In Telephone Options you can set all parameters requested by AG-VIP SQL for 

CTI functionality (Computer Telephony Integration). 

Procedure: 

1. From the menu Tools, choose Telephone Setup. 

The tab Connect is displayed. 
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2. Tab Connect:  
Line: 
Here you can find all available TAPI drivers for your local computer. By 

default, AG-VIP SQL has a dummy TAPI driver named “AG manuelle 

Anwahl” with which the CTI functionality can be simulated for outgoing calls. 

With the button Setup go to the configuration for the TAPI driver. 

 

Address: 

If the TAPI driver provides multiple lines for use you can choose the desired 

line here. This is normally your extension line number. Multiple lines are 

normally provided in 3rd party TAPI environment. 

 

Connection settings are local for this current workstation: 

With this option the telephone options can be stored locally on your computer. 
Otherwise this information is stored specifically for each user. 

 

Number of digits for internal calls inside the current PBX  

State how many digits your extension line number has. This enables AG-VIP 

SQL to identify internal and external calls. This is important as it is sometimes 

necessary for external calls to add a number.  If this is the case (for an external 

call prefix), enter this in the menu Tools in Telephone dialling parameters. 

This is normally the Windows dialling parameter setting. 
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3. Go to the tab Outbound calls. 

 

Here you can define the parameters for outgoing calls. 
 

Timeout in seconds after dial out: 

Enter how many seconds after the dialling process the dial trial has to be cancelled 

as not available and has to be transferred to the “To Do” list if necessary.  

 

Number of automatic redial attempts: 

Define how many redial attempts should be made when the line is busy or not 

connected. 

 

Repeat unsuccessful calls after x minutes: 

With this you define when (after how many minutes) a redial has to be attempted 

after a control query. 
 

Repeat busy calls after x minutes Enter after how many minutes a repeat call 

should be made in the case that the line is busy. 

 

Prefix string for PBX: 

Some telephone systems (PBX) enable a cost control with a special project- or cost 

centre prefix in the PBX. Please ask your PBX manufacturer if this function is 

supported. 
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4. Go to the tab Inbound calls. 

Here you can define the parameters for inbound calls. 

 

Accept incoming calls:  

You can also accept incoming calls with the Telephone toolbar if your TAPI 

driver supports this function. If you deactivate this function, AG-VIP SQL does 

not react to incoming calls! 

 

Calling number detection:  

Search address in the current address set by calling number: 

With the number of the incoming call, AG-VIP SQL searches for the 

corresponding address. For speeding up this function, the prefix is transformed 

into the corresponding zip code and then a refined search in performed in all 

telephone number fields of the communication control. AG-VIP SQL is also 

able to find addresses with a similar number, e.g. the telephone switchboard 
which is stored in the address set. The call might be from an extension line. 

 

Remove/add the leading digits defined below from/to the caller’s number: 

Here you have the possibility to remove any digits of caller numbers or to add 

them. Some PBX like Alcatel add a „0“ to any incoming call (for access to 

outside lines). National telephone numbers are not stored with 00. This means 

that the telephone number search would not work. For this case select: 
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Add local area code to the calling number if needed: 

If you receive a local area call and the prefix is not transmitted, the telephone 

number search will not return any results. Because of this you have the option 

to add the prefix from the dialling parameters automatically. 

 

Delay to wait for information from inbound calls (msec): 

AG-VIP SQL interprets the number of an incoming call (caller ID) for the 
caller identification. With the target number, AG-VIP SQL can automatically 

allocate the inbound project in the scope of the Workflow and display the 

process level with a corresponding text. For this the redirecting ID respectively 

the Called ID are interpreted. 

Some TAPI drivers however deliver this information delayed (e.g. Siemens 1st-

Party TAPI-driver CallBridge TA). Here you can enter the delay in 

milliseconds (how long AG-VIP SQL should wait until all information is 

collected to start with the call analysis). To find out when and if this 

information is delivered by the TAPI driver in use, create a new TAPI trace 

between AG-VIP SQL and the TAPI driver you are using. 

5. On the tab Miscellaneous you find settings which you should only activate in 
the case of problems with dialling.  
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Create trace file: 

This creates a TAPI trace after restarting AG-VIP SQL in which the 
communication between TAPI driver and AG-VIP SQL is recorded. If you 

close AG-VIP SQL, you find a file named AGTEL.TRC in your local Windows 

directory. You can open the file with a text editor. 

If any problems occur with the TAPI interface or the TAPI driver, create a 

TAPI trace and send this per e-mail to your provider/dealer or directly to 

support@grutzeck.de with a detailed error description (describe what happened 

and which task could not be performed correctly). 

 

Inbound: Use only digits: 

The Redirecting ID, respectively the Called ID is interpreted so AG-VIP SQL 

can identify the corresponding project in the scope of the optional Workflow. 

Some TAPI drivers deliver a string first, like "***"  and then the real project 
number (e.g. Siemens CallBridge TA). 

If you check this option, AG-VIP SQL interprets only numbers. 

 

Outbound: Dial only digits: 

This means that AG-VIP SQL transfers only numbers to the TAPI driver for 

dialling, no special characters like * or #. This could otherwise lead to problems 

in some PBX. 

6. Complete your entries with the button OK. 

mailto:support@grutzeck.de
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4.2.5.3 Telephone dialling parameters 
Purpose: 

Telephone dialling parameters are the standard windows setting for dialling via 

TAPI driver. You can also find this dialog in the Windows systems settings. In the 
following documentation, Windows XP dialogs are used. Other Windows 

operating systems may use different dialogs. 

Dialling parameters are for example the regional prefix and the external call prefix. 

Procedure: 

1. From the menu Options, choose Telephone dial parameters. 

 

2. If you work on several locations with this computer, e.g. use it as a notebook, 

you can define multiple locations with the button New. Normally you will 

work with one location. With the button Edit go to the settings for the dialling 
parameters for this location. 
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3. In Country /region choose your location country and the corresponding area 

code. You can enter the prefix without a zero in the first place. 

4. In Dialling rules, enter the prefix for local and distance calls. If you can 
perform external call directly like with Euro-ISDN devices, these fields 

remains empty. If you are using a telephone system, a zero must normally be 

entered for external calls.  

5. Complete your entries with the button OK. 
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Dialling via TAPI is performed internally in canonical form, i.e. the 

code with „+49“  for Germany, the regional prefix in brackets, for 

example (6181) followed by the individual telephone number, like 

+49(6181)97010 

Test the dialling parameters with the Windows dialling help. You can 

find this TAPI based telephony program by Microsoft under 

START_Programs_Tools_Communication_Dialing help. First, choose 

the correct TAPI driver in the menu Edit and the command Options. 
Then test dialling a telephone number in canonical form. If this does 

not work with the Windows dialling help, it will not work in AG-VIP 

SQL  

In this case, check the dialling parameters again and the TAPI driver 

you have chosen. 

4.2.5.4 Options 
Purpose: 

In Options each user can perform settings which are stored on the local computer. 

These setting are the path for the zip code files, telephone number filters, country 

and the language. This is important for the correct address. 

Procedure: 

1. From the menu Tools, choose Options. 
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The dialog box for parameter settings is displayed. To change a parameter, 

select it and click on Modify. With the button Default you can set back the 

parameters to the default values (delivery status). 

Location of German zip code data:  

Enter the path (location) for the zip code files. 

Location of German bank code data:  

Enter the path (location) for the German bank code files. 

Add township when using automatic zip code  

If you check this option, districts are added to all locations which are 

determined by the integrated zip code-directory for Germany. 

Example: Instead of Frankfurt the whole name with district Frankfurt am Main 

– Sachsenhausen is displayed 

 

Separator after the regional code 
Regional prefixes are proposed for telephone numbers by the integrated zip 

code determination for Germany.. The separator defined here is added 

automatically. 

Preferably, these separators should be, for example - / () + When you use +, the 

entered telephone number is edited in canonical format and so valid for 

different international locations. 
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Telephone filter dll:  

Indication of the transfer table between regional prefix and zip code. For Germany 

enter: TLF49.DLL 

 

Telephone filter routine: 

This entry allocates a transfer table to AG-VIP SQL between regional prefix and zip 

code. This is for a quicker address search for incoming calls. AG-VIP SQL 

translates/transfers the incoming regional prefix into the corresponding zip code and 
searches for all relevant addresses. Then a refined searched is performed for all 

telephone number fields within the communication control. 

 

Use SQL server functions for phone number search 

If you select this function, the SQL server takes on a pre-analysis during the caller 

identification. This reduces network traffic. This option is recommended for remote 

users. 

User in the LAN should not activate this function (No) as the local telephone number 

search works quicker and more exactly. 

 

Country for sending letters:  
Indication of the country location. For all addresses with this country code, no country 

code is written. Choose your country from the country list. 

 

Language for sending letters:  

Location language. The country name for international addresses is displayed in this 

language. Choose the language from the pre-defined country list. 

The language setting is not for the AG-VIP SQL user interface which is defined user-

specifically in the user profile of AG-VIP SQL. 

 

Overdialer 

The Overdialer is an additional option for AG-VIP SQL for which the optional 
Workflow is a pre-requisite. Overdialing or Predictive Dialing is a dialing procedure in 

which more calls than free agents are made for an outbound team. This is based on the 

assumption that some of the dialing attempts fail (wrong number, busy line, no 

connection). Only if a connection is successful, the call is transferred to a free agent by 

the Overdial server. Only then the record of the conversation partner is displayed at the 

agent’s workplace. 
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[Grafik: Arbeitsstation: Working station 

Applikations-Server: Application server 

Externe Leitung: External line 

Internal So-Line….: Internal So-line/ Overdialer builds up connection and 
transfers to free agent] 

The Overdialer works with 

1. TAPI-enabled telephone systems which have Line Blind Transfer and 
are able to control several TAPI lines on one computer (CTI server). 

2. Connection to the Predictive Dialer Elsbeth by it Campus. 
The complete telephone communication can be handled by Elsbeth 
instead of the TAPI interface. 

The following parameters only have to be stated if you have bought the 
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option Overdialer and if you want to use this option. 

See also:  Manual for the AG-Overdial-Server 

Name of the Overdial Server: 

Enter the name of the computer on which the Overdialer service is running. 

 

The following two parameters are only necessary for the Predictive Dialer Elsbeth by 

it Campus 

 
Overdial Server Port: 

Port via which the Elsbeth Predictive Dialer can be reached. 

 

Overdial Server in-dialing number: 

If the Predicitive Overdialer is not hosted locally, the user can enter the in-dialing 

number here, via which a dedicated line to the dialer can be established. 

 

Overdial Server Mandant Code:”XYZ”  

If you use the Elsbeth Predictive Dialer, enter the mandant code here. With this 

Elsbeth knows via which mandant within Elsbeth the dialing should be affected. 

 
Overdial Server Mandant PIN: “1234”. 

Enter the mandate PIN in the case that you are using Elsbeth Predictive Dialer. With 

this PIN you can log on to Elsbeth as client. 

 

Complete your entries by clicking on the button OK. The new setting will be active 

after restarting AG-VIP SQL. 

 

4.2.5.5 Sounds  
Purpose: 

The sounds for the alarm, the start and end of an AG-VIP SQL session can be set 

individually for each user and work station in the windows control panel. 

Procedure: 

1. Select the Windows Start-menu and then the option System settings. 
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2. Select Sounds . In the tab Sounds you can see the option AG-VIP SQL. 

 

3. Under Sound below you can select an existing sound file for this event or add 

a new sound file via Search. 

If you choose(none) the standard Windows sound is used. If you do not wish 

to have any sound, you must select an empty wav-file. The wav-file also 

defines the volume. Apart from that, you can control the volume with the 
volume control of Windows. 

4.2.6 View 

4.2.6.1 Next form  
Purpose: 

The next form is shown. With this you go to the next tab in the address view. 

Procedure: 

1. From the menu View, choose Next form. 

Alternatively: F6 button 
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2. The next form is shown. 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 140 

 

  

4.2.6.2 Previous form 
Purpose: 

The previous form is shown. With this function you can go back to the precious 

form. 

Procedure: 

1. From the menu Form, choose Previous form.  Alternatively Shift + F6 

button 

2. The previous form is shown. 

4.2.6.3 Toolbars 
Purpose: 

With the function Toolbars you can show or hide toolbars and modify the menu 

structure, display, hotkeys and more. These setting are stored locally on your 
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computer, separately for each user. (The settings are stored in the registry database 

of Windows in HKey_Current_User ). 

Procedure: Show/hide toolbars 

1. From the menu Tools, choose Toolbars. An overview of all toolbars is 

displayed. 

 

2. The symbol  in front of the toolbar name shows you which toolbars are 

already shown. To show or hide a toolbar, simply click on its name.  

If it was previously checked, the toolbar is now hidden. The   symbol is no 

longer visible. 

If the toolbar was not checked, it is now shown. 

 

Available toolbars are:  

 

Standard toolbar: 
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Navigation toolbar: 

 
 
Workspace toolbar: 

 
 

Phone call toolbar: 

 
The phone call bar is automatically active when you are making a call. The 

functions available are redialling, call waiting, ring off etc. At the end of the 

call, the phone call bar is automatically hidden if you do not wish to have it 

always shown (you can activate this here in Toolbars). 

 

Caption bar: 

 
Shows the context of the selected address set you currently work on and is 

displayed above short name and number. 

 

Status bar: 

Lower application bar which shows information about the functions, current 

state, user name and other system information. 
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4.2.6.3.1 Docking output windows 

Purpose: 

Windows can be shown/hidden via buttons or be docked to the application 

window. 

Procedure: 

Showing/hiding windows: 

1. With the buttons , ,   you can show/hide the hierarchy-, output- and 

activity window. 

Docking windows: 

2. If you keep the button CTRL pressed and drag the window by clicking in 
window title, the window stays in the foreground and is not docked. 

Otherwise, the arrow with the information where the application window is 

docked will be shown. If you position the window on an arrow, the window is 

docked to this application window. 

 

3. If you drag the window to the arrow below, the activity window is docked to 

the lower frame. 
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4. Via the button  you can minimize the window: 

 

5. The window is displayed minimized at the lower application frame of AG-VIP 

SQL. If you move the mouse over the activities surface, the window is 
expanded instantly. 

4.2.6.3.2 Procedure: Toolbars, customize 

Purpose: 

Shortcuts, menu contents, toolbars and the general view can be customized with 

the command Toolbars, Customize. 

Procedure: 

1. From the menu View choose the command Toolbars_Customize. 

The tab Commands is displayed. 
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2. On this tab you see an overview of all commands in each menu (Categories). 

The description shows the purpose of each command. 

3. You can now move a command per drag & drop into an existing menu or 

remove a command from an existing menu: 
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4. You can also create a new menu by moving the New Menu from Categories to 

the menu bar. Then you can add the desired commands as described above. 

5. To change the menu name, position your mouse on the menu to be renamed 

and right-click on it to open the context sensitive menu. 
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6. Choose Button Appearance and enter the desired name under Button text. 

 

7. Go to the tab Toolbars.  
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8. The symbol  in front of the toolbar name shows you which toolbars are 

already shown. To show or hide a toolbar, simply click on its name. 

9. Go to the tab Keyboard.  
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10. On the tab Keyboard you can define hotkeys (key combination shortcuts) for 

activating important functions. 

Choose the desired category. Select the command for which you would like to 

define a shortcut. 

Enter the new shortcut key in the field (right below). You can immediately see 

whether this key combination is already assigned in AG-VIP SQL or not. 

Click on the button Assign to assign the new key combination to this 

command. 

11. Go to the tab Menu. Here you can define the menu display in AG-VIP SQL:  

  

12. In Menu animations you can determine the way the menu is opened. You can 

optionally determine whether the menus are to be displayed with shadows 

(outline) or not by (un-)checking the option Menu shadows. 

13. Go to the tab Options. Here you can define which information is displayed for 

the commands in the menus. 
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14. In Toolbar you can determine whether the screen tips are to be displayed and 

optionally if the shortcut keys are to be displayed, too. 

The screen tip is a quick info with a description of the command which you 

can see when you point your mouse at a symbol in the bar. 

 
 

With the option Large icons the icons are displayed larger, almost as large as 

in the default setting. 

 
 

Personalized menus and toolbars  

-Option Menus show recently used commands first 

With this option, all recently used and generally most frequently used commands 
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are displayed immediately. 

       
Option is active.         Option is inactive: Full menus             
  

- Option Show full menus after a short delay: After a short delay, the menus are 

expanded to display the complete list of commands, without the user having to 

click on the arrow down button in the menu. 

15. Complete your entry with the button Close. 

 

4.2.6.4 Next form  
Purpose: 

The next form is shown. With this you go to the next tab in the address view. 

Procedure: 

3. From the menu View, choose Next form. 

Alternatively:     F6 button 
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4. The next form is shown. 
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4.2.6.5 Previous form 
Purpose: 

The previous form is shown. With this function you can go back to the precious 

form. 

Procedure: 

3. From the menu View, choose Previous form. Alternatively Shift + F6 button 

4. The previous form is shown. 

4.2.6.6 Toolbars 
Purpose: 

With the function Toolbars you can show or hide toolbars and modify the menu 

structure, display, hotkeys and more. These settings are stored locally on your 
computer, separately for each user. (The settings are stored in the registry data base 

of Windows in HKey_Current_User ). 

Procedure: Show/hide toolbars 

1. From the menu Tools, choose Toolbars. An overview of all toolbars is 

displayed. 
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3. The symbol  in front of the toolbar name shows you which toolbars are 

already displayed. To show or hide a toolbar, simply click on its name.  

If it was previously checked, the toolbar is now hidden. The   symbol is no 

longer visible. 

If the toolbar was not checked previously, the check is now visible. 

 

Available toolbars are:  

 

Standard toolbar: 

 
 

Navigation toolbar: 
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Workspace toolbar: 

 
 
Phonecall toolbar: 

 
The phone call bar is automatically active when you are making a call. The 

functions available are redialling, call waiting, ring off etc. At the end of the 

call, the phone call bar is automatically hidden if you do not wish to have it 

always shown (you can activate this here in Toolbars). 

 

Caption bar: 

 
Shows the context of the selected address set you currently work on and is 

displayed above shortname and number. 

 

Status bar: 

L

ower application bar which shows information about the functions, current 
state, user name and other system information. 

4.2.6.7 Application look 
Purpose: 

AG-VIP SQL allows the user to adjust the surface design. The following designs 

can be used: Standard, Windows, Office 2003, Office 2007. 
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Procedure: 

1. From the menu Window, choose Application appearance and then click on 

the design you want. 

 

2. The surface design is changed accordingly. 

Examples: 

Standard: 
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Windows XP 

(Standard): 

 

 
Windows XP 

(Themed): 
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Office 2003: 

 

 
Office 2007 

Standard: 
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5 Menu: Help 

5.1 About AG-VIP SQL 
Purpose: 

With the command About AG-VIP SQL all information about your current license 

for AG-VIP SQL is displayed. 

 

In the upper part you see your valid license number and an expiry date (of…), the 

contact data of your dealer and your information about you as a licensee/customer. 

If the customer information is not your own, this is a pirate copy. Owning and 

using pirate copies is illegal! Immediately contact your dealer or Grutzeck-

Software. 

On the website http://www.grutzeck.de you can find a FAQ-list with frequently 

asked questions and problem solutions. There is also a user forum for solving your 

problems and questions. 

http://www.grutzeck.de/
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If you have support questions, click on support@grutzeck.de. Complete the 

information about your system environment. Describe the error and how/when the 

error occurred. 

5.2 Help 
Purpose: 

Opens the online help system (only German available at this time). This offers 

information on application questions for AG-VIP SQL. 

Alternatively, you can open the context sensitive help with the key F1. 

 

mailto:support@grutzeck.de
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Attention! 

The execution of help files on a network drive is prevented by the current 

safety settings set modified by new Windows updates. An error warning is 

displayed: 

"Action cancelled" 

Solution:  

It is still possible to allow the access to these chm-help files. For this, the 

access to help files which are located within the intranet is allowed. The 

security restrictions are slightly relaxed by this.  

 

Procedure:  

1. Start the editor (Notepad). 
2. Copy the text below from this article between the dashed lines to 

the editor. 

3. Store the file under the name "CHM-Intranet-Fix.reg". When saving 
the file, note that the name has to be in quotation marks. Otherwise 

the file will be stored with the ending .txt and not with .reg. 
4. Double-click on this file on each of the computers on which you 

want to change the restrictions.  
;------------  

REGEDIT4  

[HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\HTMLHelp\

1.x\ItssRestrictions]  

"MaxAllowedZone"=dword:00000001  

;------------ 

 

6 History 

Purpose: 

The history function in AG-VIP SQL shows all contacts with a certain person in 
chronological order. This includes information about which user had contact, via 

which communication channel the contact took place, comments and links to other 

data (if linked data exists), e.g. correspondence. 

You can create contact entries automatically with tools. For example it is recorded 
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that you have written a letter to these addresses. 

The history does not only offer a look into the past but also resubmissions 

(ToDo’s) for the future. 

 

With the access rights you can define whether all users can edit all 

entries (i.e. modify or delete entries) or only certain entries. 

In the view you can determine if all history entries are visible or only 

those entries of the current user or of a certain project in the scope of 

the Workflow Engine. 

 

 

6.1 Structure and view of the history 
Purpose: 

The history shows the contact to this address in table form. The displayed 

information can be filtered, you can perform searches, copy it to the clipboard etc. 
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6.1.1 Structure of the history 
There a three different types of entries: 

  Note: 
A note or contact report with information who had contact, via which 

communication mean and when. 

  ToDo: 
A task planned for the future. The ToDo includes information about who 

has to perform the task and when it has to be finished. 

  Planned call: 

A call is planned for the future with a specific telephone number for this 

address. You have to enter the number, the user, a comment etc. This is 
good to re-check an offer. 

Altogether, the history includes the following fields: 

 

Field Meaning 
Time expiration 

(Due date) 

The date on which a task has to be finished. Important for 

ToDo's. 

ModificationDate Date on which this entry has been changed recently. Is 

stored automatically by the system. 

ModificationUser Name of the user who modified the entry. Is stored 

automatically by the system. 

CreateDate Date on which the contact entry was created. System 
information 

CreateUser The name of the user who created this contact. System 
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Field Meaning 
information 

User Name of the user who has to perform the task or who had 

the contact. 

File Linked file. Can be automated by a tool. 

CallDuration Duration of a call. 

Telephone number Number dialled for an outgoing call. 

Redialling Number of redials which have already been performed. 
System information 

Time Time when the contact has been entered respectively 

from which time on the task has to be performed. 

 

6.1.2 Modify view 
Purpose: 

You can adjust the fields to be displayed in the history individually for each user. 

Procedure: 

1. Open the view with the history. 
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2. From the toolbar, choose the button . 

 

3. In the left column you see all available fields in the history. In the right 

column you see all selected fields for the current view. The first field is the 

first column of the view. 
You can add more fields to the history view per drag & drop. You can also 

select a field and choose  to move the fields between the lists. 

With the buttons  on the right you can change the order of the 

displayed fields. 

4. With the button Save you can save your selection under a self-explaining 

name. By clicking on the button Load, you can access previously stored 

settings. 

5. When you click on the button OK, the dialog box is closed. Now you see a 

different view of the history. 
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You can modify the width of the columns in the history at any time. 

For this, just position the cursor on the line between the columns. The 

cursor changes into a double arrow. Keep the mouse button pressed 

and move the line to the desired position. 

This could make sense for the field File as long paths can exist here. 

The comment field is as wide as the columns above it. This makes the 

text move to the right side. 

If you move your mouse over a history entry with longer text which 
cannot be displayed completely, you see an info box with the whole 

text content. 

 

6.2 Functions in the history 
Purpose: 

In the history information can be filtered, you can perform searches, select entries 

and copy them to the clipboard etc. You create new contact entries or To-Do’s. 

Overview: 

Button Function 

 Enter contact 

 Plan To-Do’s  

 Plan call 

 Edit selected entry. Alternatively:     Double-click on the entry. 

 Deletes the selected entry after a control query. 

Alternatively:     Delete button 
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Button Function 

 Dials immediately the number of the currently selected telephone 

To-Do. 

 Copies all selected or bookmarked history entries to the clipboard. 

  Bookmark selects history entries. With this function you can 

quickly mark important parts in the current history. Alternatively, 

you can set or remove bookmarks with the key combination 

CTRL + F2. 

If you use the search function in the history, the results are 

bookmarked, too. 

With F2 you can jump from one bookmark to the next. 

 

Bookmarks are also set for hits, i.e. if you are looking for an entry 

or key word in the history.  

 The view of the history is filtered. 
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Button Function 

 

You can filter the history view according to: 

 Entries which do (not) have linked files. 

 The history type: 
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Button Function 

 

 The communication direction (inbound or outbound) 

 User which have worked on this address 

 All other users 

This filter is also set if you display other address sets! The 

filter button is still activated:  

Only when you choose the button “All other users” in the filter 
dialog the whole history is shown. 

 
Search in the history’s comment text: 
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Button Function 

 

The keyword „offerings“ is searched in the comment text of 

the current history. Hits are bookmarked. 

 

With F2 you can jump from one bookmark (result) to the next. 

 
The history is printed. You can determine headline, font, paper 

format, printing area and margins. 

 
With this you can adjust the columns of the history. 

 6.1.2 Modify view 

 

 

6.3 Enter a contact in the history 
Purpose: 

The history is the documentation of all contacts with a certain customer. For this, 

you can enter the user who had the contact, the communication medium, comments 

etc. 

Procedure: 

1. Load the address for which you want to enter contact information and go to 
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the history view. 

 

2. From the toolbar, choose the history button .  
Alternatively:     Double-click on the empty space in the lower history 

window. 

The dialog box for entering a new contact is displayed. 

 

3. Choose the desired communication type with Comm.Type (open the drop-

down-list). These symbols appear in the first column of the history. 
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4. Enter the date of the contact. 

Enter the user which had the contact. 

Enter the desired comments. With the key combination CTRL + ENTER you 

can insert a vertical spacing. The key combination CTRL + TAB opens a 

tabulator. 

Optionally you can link a file with a contact entry. 

5. Complete your entries with a click on the button OK. Now you have entered 

your contact. As soon as the address set is stored (F12), the new history entry 
is stored as well. 

6.4 To-Do management 
Purpose: 

A complete To-Do management is included AG-VIP SQL. For this the history is 

extended to the future. There are different types of To-Do's in AG-VIP SQL. 

  The “normal” To-Do with an activity start and a due date. 

  The telephone To-Do  8.7.2.2 Plan call 

A comment can be added to a To-Do and it can be delegated to other persons.  

To-Do’s can also be created with the VB Script interface. Example: A tool is used 

to create an offer in MS Word including contact entry and link to the offer 

document in the history. At the same time, a telephone To-Do (due in five days) is 
created. You are reminded automatically to re-check the offer five days later. 
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6.4.1 Enter To-Do’s  
Procedure: 

1. Load the desired address. 

2. Open the history view. 

 

3. Click on the button  to create a new To-Do.  The dialog box for the 

creation of a To-Do is displayed. 
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4. In Date enter when the To-Do is to be activated. At this time the To-Do 

appears in your To-Do list. 

 
The To-Do is displayed in green letters. This is when the due date of the task 

is reached. 

In Expiration date enter the date on which the To-Do has to be settled at the 

latest. An optional alarm clock gives out an alarm when the due date is 

reached. In the To-Do the task in now displayed in red letters. 

 
The clock symbol  is now filled. The warning triangle shows that an alarm 
clock had been activated for this task. . 

In File you can optionally create a link to a file. With this you can e.g. 

transfer a contract draft to a colleague of yours and ask him to release the 

document. 

In user you can choose the person which should perform this task. 

 

For a line feed in the comment, press CTRL + Enter. 

5. Complete your entries with the button OK. 

The To-Do in now visible in your history: 
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6.4.2 The To-Do list 
Purpose: 

The To-Do list includes all To-Do’s of the currently opened address set. Due to 
this it is recommended to work with just one address set. 

By default all To-Do's are visible in the To-Do window. Tasks and planned calls 

with a later due date are hidden. 

You can finish To-Do tasks directly from the list or make planned calls from the 

list. 

Procedure: Open To-Do list 

From the menu View, choose Toolbars, Activities. 

Alternatively:     Key combination CTRL + Shift + A 

The To-Do list for the current day is opened: 
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The tab names show you how many To-Do’s are currently displayed. 

 

A filter   is set by default, so you can only see To-Do’s which are due on that 
day. If you deactivate this button you can see all To-Do’s for this address set. 

 

How to work with the To-Do list 

If a To-Do with an alarm is due you get an acoustic signal. The To-Do list is 

automatically displayed with top priority. The To-Do with the alarm due is already 
selected for quicker processing. 

You have the following options in the To-Do list: 

Button Description 

 
The selected To-Do is marked as finished. Accordingly, the status 

changes from due  

 

to finished : 

 

The record is saved.  

If you are finishing a planned call you are asked whether you want 

to delete the planned call or not: 
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Button Description 

 

If you choose Yes the planned call is deleted. To make a planned 

call choose the button . 

 
Dials for a planned call. The record is automatically displayed with 

top priority. The history is opened so you can directly enter notes. 

 
Filters the display of the To-Do’s: With this button activated, you 

can only see the To-Do’s which are due on that day. Otherwise all 

To-Do’s are displayed that exist in the context of this address set. 

 
Shows the To-Do’s of all user of this address set. Pre-condition for 

this is full access to the history. If you activate this button, the 

column Users is added to the To-Do list. With this executives can 

check for instance how many open To-Do's an employee has. 

 
You can customize the view with this function. Here you can 

determine which columns are displayed in the To-Do list. 
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Button Description 

 

Per Drag & Drop wählen Sie einfach die gewünschten Felder aus. 

 4.2.4.17 Customize view 

 

 
Refreshes the display. 

Alternatively: F5 button 

 

 

7 Hierarchy 

Purpose: 

The graphic address hierarchy enables the depiction of addresses in tree structures. 
You can depict for instance the organization structure of a company or group. 

Priority addresses inherit information to lower level addresses. The administrator 

determines which fields inherit their information when defining the fields. You can 

modify e.g. the street address in the priority address. The modification is also 

performed in all addresses in the hierarchy tree which have the same content in 
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these fields and which do not have a deactivated inheritance button . 

 

Example: Full inheritance 

Address1: Field content = XYZ 

        Address2: Field content = XYZ 

        Address3: Field content = XYZ 

    

If the field content in Address1 is changed manually, the field content in all 

subordinate addresses is changed as well. 

Example: Interrupted inheritance 

Address1: Field content = XYZ 
        Address2: Field content = ABC 

        Address3: Field content = XYZ 

If the field content in Address1 is changed now, this does not have any influence on 

Address2 and Address3, as the field content of Address2 is different. 

The inheritance has no effect if 

- the button  has been activated 
- inheritance has not been activated for this field in the data base explorer 

- data base operations like Import or Modify/Add. are used 

7.1 Display of the hierarchy window 
Purpose: 

The hierarchy of the current address is displayed. If the address is part of a 

hierarchy, you can immediately see its position within the hierarchy. 
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Procedure: 

1. From the menu View, choose Toolbars, Hierarchy. 

Alternatively:     CTRL + Shift + H or button  

 

Hierarchy window in the Workflow 

If the user has Writing or reading rights for the hierarchy window, he can 
also display the hierarchy window in the Workflow when processing a ticket. 

Advantage: 
With this the user sees, for instance, more contacts for the current process or 

departments. With the button Customize  you can have more information 

about the address record in the hierarchy window on address set level 

displayed. 

Disadvantage: 
It is not possible to branch to other tickets, show the history or to access 

information of additional tables. The hierarchy cannot be processed in the 

Workflow. 

The user gets access to the contact information of addresses for which no 

ticket has been made available for processing! 
Please observe the access right Hierarchy in the user administration. 

7.2 Functions in the hierarchy window 
Purpose: 

You can add addresses to a hierarchy tree, remove them, deactivate the inheritance, 

show different columns or select all addresses for processing. 
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Overview of the functions: 

Button Function 

 
If you activate this, the hierarchy window is refreshed when you look through 

address records. 

If you want to add an address to an existing hierarchy tree, read this hierarchy 

tree first. Deactivate the button for refreshing  . Open the original address 
record which you would like to add to the hierarchy tree. Mark the place in 

the hierarchy tree where you want to add the address. Choose the button  

in the hierarchy tree. The currently loaded address is added there. 

 
Adds the currently loaded address record under the contact marked in the 

hierarchy window. 

 

 
The currently selected contact is removed from the hierarchy tree together 

with his subordinate addresses. 

The records still exist, but are no longer linked to this hierarchy tree. 

 Inheritance is deactivated for the address selected in the hierarchy tree, that 
means that modifications of the superordinate addresses have no effect on the 

currently selected address. 

This is expedient e.g. if you subordinate customers to the sales partner so you 

can retrace the chain of distribution. However, the customer addresses do 

generally not have any relation to your sales partner. 

The administrator determines in the column Inheritable in the data 

base explorer which fields inherit their information. 
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Button Function 

 
 

 Transfers the address shown in the history to a task list for processing. 

 

This provides all functions fort the processing of lists.  Fehler! 

Verweisquelle konnte nicht gefunden werden. Fehler! Verweisquelle 

konnte nicht gefunden werden. 

 
Prints the current hierarchy (function being prepared) 

 
Modifies the columns displayed in the hierarchy window. With this you can 

display information that is important to you. 

 Fehler! Verweisquelle konnte nicht gefunden werden. Fehler! 

Verweisquelle konnte nicht gefunden werden. 
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Button Function 

 

 
Refreshes the display. 

Alternatively: F5 button 

 

7.3 Enter a new contact 
Purpose: 

You want to enter a new contact for an existing address. 

Procedure: 

1. Load the address which is superordinate to the new contact to be added. 
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2. To enter a new contact choose the button . 
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3. A new record is created automatically. All fields which were created with the 

characteristic inheritance by the administrator when defining the data base 

layout are preallocated to the data of the main address. The complete street 

address is transferred as well as the most important communication data like 

Internet, PhoneCentral like in the example above. 

4. Add the new information and store the address record with F12. 

 

5. If you reload the address and display the hierarchy window   you see your 
new contact. 
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7.4 Querying the hierarchy 
Purpose: 

Enables querying certain levels of the hierarchy. This makes it possible to filter e.g. 

all main addresses or terminal nodes. 

Procedure: 

1. From the menu Search, choose Query. 

2. Select the field Hierarchy and click on Modify: 

 

3. Now select the elements in the hierarchy trees: 

 

4. Choose which elements of the hierarchy you would like to filter: 

 
Main addresses which do 
not have any subordinate 
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addresses. 

The address is not linked 

to any other addresses. 

 

Main addresses with at 

least one subordinate 

address. 

Main addresses which 

have an arbitrate number 

of Children . In an 
organization structure this 

would be the manager, for 

example. 

 

Subordinate addresses 

with more subordinate 

addresses 

In an organization 

structure, this would be the 

middle management. 

 

Subordinate addresses 
without any more 

subordinate addresses 

Leaves or terminal nodes. 

In an organization 

structure, this would be the 

person in charge. 

5. Check the desired option and click on OK. In the query dialog you can define 

some more filter criteria, if required. 

6. Start your query with the button OK. 
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8 Procedures 

In this chapter you will learn several procedures to perform certain tasks. Single 

steps are only outlined for each task. The steps are described in the chapter above 

in more detail. 

8.1 How to enter a new address 
Purpose: 

You learn how to enter a new address. 

 

Precondition: 

You have opened an address set.  The entry fields are empty; no 

record is loaded. If necessary, you can click on  to leave the current 

address set without storing or click on  to store and close the 

current record. 
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Procedure: 

1. Enter the desired short name and/or the number. Both entries can be alpha 

numeric and are search keywords to enable the search function to find the 

address quickly. 

Depending on the settings of the address set you can also work with an 

automatic numeration ( Manual for Administrators). 

2. Press Enter. 

 

3. If currently no record exists for this shortname/number combination you are 

asked if you want to create a new address. Confirm this with Ja/Yes. 

4. The cursor is now in the first name line of the address. Enter the desired 

address data like on a file card.  
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5. The first three Name lines are for the name of the organization e.g. the 

company name. Then enter the Department, if applicable the Function and 

information about your contact (title, First and Last name). 

6. If you check the box in front of the field Function, the order of the address 
data in the field AddressStreet or AddressPObox is changed: 

Personalized address: 

 

Standard address layout: 

 
Department manager 
Mr. Daniel Krebs  

Grutzeck-Software GmbH 
Consulting / Training 
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Grutzeck-Software GmbH 

Consulting / Training 

 

Department manager 

Mr. Daniel Krebs 

 

You can use personalized addresses for personal invitations, birthday greetings etc. 

This address is like a c/o address. 

 

The fields AddressStreet and AddressPObox: 

The fields AddressStreet and AddressPObox are address fields for 

data output, e.g. for a letter, with a tool, via clipboard (CTRL + Shift 
+S) or for export, e.g. serial letters. 

The address is adjusted to the country specific layout. Blank lines are 

suppressed automatically. 

If you select AddressPObox for the output and the address has no post 

box, the street address is displayed automatically. 

7. Enter Street and Country (three-digit country code. A code list can be 

displayed with F3), zip code and the city. AG-VIP SQL has an integrated zip 

code index for Germany and determines a missing city or zip code 

automatically. For cities with more than 50,000 inhabitants the correct zip 

code can be determined with the street name. If the entered street is unknown, 

AG-VIP SQL suggests similar street names in this city and corrects the entry 
if necessary. This information is also checked for the post box information. 

If no correct street can be determined or if other information is missing, a 

dialog is displayed in which missing information is determined and in which 

suggestions are made. 
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8. In the field Salutation you can enter a title you want to use in a letter.  

With AutoText (Manual for Administrators) you can simplify your 

entries. For example you can define that the key combination  

     H + F3 

gives out  

     Dear Mister [Title] [Last name],  

When you press F3, a list of the defined auto texts is displayed.  

 

How to create AutoText strings 
If you have the necessary access rights you can create customized auto text 

strings in a text field. Enter the desired letter or letters and press F3. The 

dialog Create AutoText String is displayed. Click on OK to create a text. 

 

9. Enter the desired communication numbers. Expand the display with  or 
double-click on the white communication field surface. 

 

10. If you select a telephone number you can dial this number directly with the 

button . When you click on the button  you can plan telephone To-
Do’s. Direct dialling requires a TAPI enabled dialling device. 

If you select an email address and click on , your mail client is opened and 
the email address is transferred directly for writing an email. Internet 

addresses can be opened directly as well. 

To send a fax create a fax document in MS Word and send this via fax 

software. 
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AG-VIP SQL is a complete communication address book for all 

communication channels. 

11. Depending on the view you can now see all available communication 

numbers like telephone, fax, email, internet etc. In the telephone number 

fields, a regional prefix for German addresses is suggested. With the key End 

you get to the end of the regional prefix. Here you can enter the number. The 

regional prefix may be marked because the zip code areas do not always 

correspond to the regional prefix areas! Deviations are possible. 

12. Enter more information on the other tabs if necessary. 

13. Store your entries with F12. Alternatively:       button 

8.2 Letter / -fax 
Purpose: 

AG-VIP SQL offers Tools for writing a single letter with MS Word.  These tools 

are buttons with which you can create a special document in Word, a contact note 

in the history for the current address and, if necessary, link the new document with 

this address (document management). 

Your administrator has defined tools for each address set or globally  

(Manual for Administrators). 

8.2.1 Tools: How to customize toolbars 
Purpose: 

Your administrator has provided some tools for you for the creation of documents 

in MS Word or MS Excel. You can modify the order of the available tools or hide 

tools. 

 

To display the bar for tools, choose the command Toolbars, Tools 

from the menu View. 

 

Procedure: Customize toolbar 

1. In the bar Tools, click on the button on the right . 
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 A list of all available views is displayed. You see all currently displayed 

tools and then a list of all available, but currently not used tools. 

 

2. How to show / hide tools: 

To show a tool check the box in front of the tool  . Hidden tools have an 

unchecked box.  

3. How to change the order of the tools: 

To change the order, select a tool and change the position with the arrow 

buttons on the right:   

You can also select a tool and change the position per drag & drop. 

4. Complete your entries with the button OK. 

8.2.2 How to use tools 
Purpose: 

Here you learn how to write a letter in MS Word with tools. Load the recipient’s 

addressed and choose the desired tool. The document is automatically created in 

MS Word, a note is entered in the history and optionally the new document can be 

linked directly to the address. 
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Procedure: 

1. Load the desired recipient’s address. For this you can use the search function 

 4.2.3.1 Search 

The query 4.2.3.2 or you can enter the short name or number. 

2. Choose the desired tool from the tools bar. If you move the mouse pointer 

over a button, an information box with the full tool name is displayed. 

 

3. Word is started automatically and a new document is created: 
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4. Depending on the tool you now enter a Subject or customize the letter. Print 

the document or send it as fax with your fax software. 

5. At the same time, a contact entry for the address is created in the history. If 

required you can add information:  
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8.3 Serial letter/merge mail 
Purpose: 

Select the relevant target group for a serial letter. Then create the control file for 

the creation of a serial letter in Word. Link the control file with your serial letter 
template in Word. You can decide whether you print the file as a letter, send it with 

fax software or as a serial email with a MAPI enabled mail client. 

The following procedure is a documentation for creating a serial letter in MS Word 

XP (version 10). There can be derivations in other versions. For details read the 

documentation of your Word version. 

8.3.1 How to create a control file in AG-VIP SQL 
 

1. In the menu Search, command Query select the desired target group.  

Alternatively: Button .  Fehler! Verweisquelle konnte nicht 

gefunden werden. Fehler! Verweisquelle konnte nicht gefunden werden. 

Procedure: 

 

If you want to send a serial fax or serial email, do not select addresses 

with empty fax- or email fields! 

2. Save the addresses as control file. From the menu Records, choose Export. 

Alternatively:       button 

3. The dialog box Export Data is displayed. 
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4. In Export Format choose RTF (Rich Text Format). This has the advantage that 

you can open this file as table in Word to create an individual address list. 

Enter the name and path for the output file and define in the lower dialog part 

whether all records or selected records should be exported. 

5. Click on Next. 
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6. Now choose the desired fields. The fields AddressStreet and AddressPObox 

have the country specific address layout.The finished. 

7.  conversation. You can enter conversation notes directly in the history. 

If the search returns one hit,  loaded immediately. 

8.3.2 The toolbar Telephony 
During a call, the toolbar Telephony is active. In the menu View, Toolbars and 

Telephony toolbar you can hide or show this toolbar. 

The toolbar makes the following functions available: 

These functions depend on the functionality of the TAPI driver of your dialing 

system which you are using in connection with AG-VIP SQL. It is possible that not 

all functional properties are made available via the TAPI interface. 

 

 
Loudspeaker: 
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Switches the telephone to the loudspeaker/hands free 

 
Drop call: 

Terminates the current phone call or the consultant call. 

 Forwarding calls/consultant call:  

Shows a list of all user available in AG-VIP SQL with their 

status. If you choose a user, a consultant call to this user is 

started. The current address record or ticket can be 

transferred to your work station after saving. 

 8.7.5. Forwarding calls/consultant call 

 
Swap: 

If you have started a consultant call you can swap between 
the first and the second conversation partner. 

 Conference: 

If you have started a consultant call, you can connect all 

three conversation partners in a teleconference. 

For this you need the TAPI function LineTransferMode 

Conference. 

 Redialing: 

The current call is planned anew. Choose the number to be 

called, the time including a note. The activity window will 

remind you of the due call. 

 "Wrong number: 

The current call attempt can be identified as "wrong 

number" as far as there is no other disconnect reason. 

 This function must be activated via AGVIP.INI or 

entry in the registry data. Use this function only of the TAPI 

drivers you are using are not able to detect the event "wrong 

number". There might be the danger that users identify call 

attempts as "wrong" without actually using a "wrong 
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number". 

For activating (= 1) this function in the AGVIP.INI file add 

the following entry: 

[Tapi] 

Phone_AllowButtonWrongNumber=1 

 

You can deactivate this with "= 0". 

 

Entry in the registry data base: 

In the registry editor, go to the section 

HKEY_LOCAL_MACHINE\SOFTWARE\Grutzeck 

Software\AG-VIP SQL\ 

and enter a subkey TAPI . In this, enter a section 

PhoneFunctions. 

In this section, create a new DWORD entry with the name 

AllowButtonWrongNumber. If you set the value to 1, the 

button will be displayed. If you set the value to 0, the button 

will be hidden. 

 

8.  If you want to send the mailing per email or fax and not as letters, do not 

forget to enter Email1 or TeleFaxPrivat in the control file.  16 How to 
send serial emails; 8.9 Fax with Retarus Fax Solution 

 

Note: 

With the button Save you can define a standard export filter for 

serial letters which includes all required fields. You can then 

simply load the export filter in the first step of the export assistant 

by clicking on Load and directly create the control file by clicking 

on Complete. 

9. When you click on the button Complete, the control file is created. 

10. The path and the name of the control file are displayed again. 
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11. Click on Copy. With this you can later link the file more easily in Word. 

12. The procedure for AG-VIP SQL is now finished. Later we will add a note to 

the history that all these addresses received a serial letter. 

Go to MS Word. 

13. You have two options: 

a) You already have an existing serial print document 

b) You want to create a new serial print document  

8.3.3 How to link the control file with the existing 
serial letter/merge mail document 

1. Open the existing merge mail document in MS Word. 

2. In Word choose from the menu Tools the command Letters and Mailings, 

Show Mail Merge Toolbar. 

 

3. The second symbol from the left   is the icon for opening the data source. 

Open the dialog for linking the control file by clicking on this icon. 
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4. Copy the clip board content into the field File name with CTRL + V; this is 

the path and name for the control file previously stored in AG-VIP SQL. 

When you click on the button Open, the control file is linked. 

5. All symbols of the mail merge toolbar are available now. You can now edit or 

print the document or send it per email. 

8.3.4 How to create a new mail merge document 
To create a new mail merge document, proceed as follows: 

1. In Word choose from the menu Tools the command Letters and Mailings, 

Mail Merge. 

 

2. The assistant will lead you through the creation of a serial letter (mail merge) 

in six steps. Choose the desired document type you want to create: Letters 
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3. Click on Next to proceed. 

4. Check the option Use the current document to create a new mail merge 

document. To proceed to the next step click on Next: Select recipients. 
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5. Choose Select a different list… .  
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6. Open the control file created in AG-VIP SQL here. If you have previously 

copied the path and the file name for the control file from AG-VIP SQL to the 

clipboard you can now paste this information with CTRL + V. Click on 

Open to link the control file with the current merge mail document. 
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7. You get a list with all recipient addresses in the linked control file. You can 

now edit, delete, exclude etc. addresses. When you click on the button OK, 

you can edit the merge mail document and add fields to the documents. 

 

8. The control file has been linked to the current merge mail/serial letter 

document. Choose Next: Write your letter. 
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9. In the fourth step you add merge mail fields to your document. For this, 

position your cursor in the document where you want to add a field.  
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10. With the option more items… you can choose the fields exported from AG-

VIP SQL and add them. 
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11. Select the merge mail field to be added and click on Insert. The field appears 

at the current cursor position in your document. 

Then choose Cancel and position your cursor at the next position where a 

field has to be inserted. Proceed as described above to insert the next item. 

Complete your serial letter: 

 

12. Click on Next:  Preview your letters to get to the next step. 
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13. The current serial letter is displayed as a preview, linked to the first record. 

You can directly modify the serial letter document now. With the buttons 

   you can preview other records in this letter. 

14. Click on Next:  Complete the merge. 

15. Now you can transfer the serial letter (merge mail) to a printer (Print) or to a 

new document (Edit individual letters): 
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Transfer merge mail to a new document 

 Transfer merge mail to printer 

 
Send merge mail per email 

16. The merge mail process is finished. 

8.3.5 How to send serial emails 
Purpose: 

A single email can be send directly from AG-VIP SQL by selecting the email 

number and clicking on  . Alternatively, you can provide a tool for this so 
emails sent with MS Outlook are linked directly to the history. 

 
A great and cheap tool for sending mass mail is Supermailer. For 

more information look at http://www.supermailer.de 
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Sending serial emails is a more complex matter. The procedure is the same as for 

the previously described merge mails with Word. 

Precondition: 

 AG-VIP SQL as central communication data base 

 Word 

 MAPI enabled email client 

Procedure: 

In the following, the procedure for AG-VIP SQL, MS Word XP and Outlook 

Express 6 / Internet Explorer 6 is described. 

1. Select the relevant target groupof in Word.  serial letter You can decide 

whether you print the file as a letter, send it with fax software or as a serial 

email with a MAPI enabled mail client. 

2.  8.3.1 Create a control file in AG-VIP SQL 

3. In Word choose from the menu Tools the command Letters and Mailings, 

Mail Merge to start the assistant. 
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4. Choose the option E-mail messages. 

5. Create your serial email like a normal serial letter (merge mail)  

6. Position the desired merge mail fields in your document: 

 

7. Take a look at the preview and choose Next: Complete the merge. 
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8. Click on Electronic Mail. Enter the relevant information for the merge 

mailing: 

 

9. In To: choose the field that includes the email address, for example Email1. 

Enter the desired text in the Subject line. As mail format we recommend Text 

only as HTML could lead to problems with Outlook Express. 

10. Click on OK to send your mail with a MAPI enabled mail client.  

 

When we tried to send an email in HTML format this did not work; if this does 

not work for you as well, choose text format. 

Outlook Express 6 gives out a warning when you send a serial mail with MS 

Word. We do not have any possibility here to avoid or bypass this warning.  
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You can try the tool Outlook for security on your AG-VIP SQL license CD- 

 

8.4 Import 
In this paragraph you learn to import data into AG-VIP SQL from certain data 
sources. 

A complete import in Access format is a special case here. With this format, data 

from different AG-VIP SQL installations can be exchanged. 

You find detailed information about this in the AG-VIP SQL Manual for 

Administrators. 

8.4.1 Precondition: 
To import address related data, you need an ASCII- or DBase file. The fields must 

be separated by field separators and concluded with a line feed. 

With the exception of the special case Access full import, an import via AG-VIP 

SQL is only possible on address set level. 

To start this function you need the functional right Data import. 

Procedure: 

1. From the menu File, choose Import. The dialog box Import Data is 

displayed. 
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Choose the Import format for the source file. Several ASCII formats are available for 

this. They have different character sets (OEM or ANSII) and separators (TAB, 

comma, semicolon). 

You can select the previously imported data with the command Query in the menu 

Search. These are the records with your user name in the field CreateUser or 

ModificationUser and the current date in CreatedDate or ModifiedDate. 

You find more information about importing Excel files in the following paragraph: 

How to import Excel files  8.4.2 How to import Excel files 

You can load a previously stored import filter with Load. This saves time for recurring 

import processes. 

2. Click on the button Next and choose the Target table. 
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3. You have the options to import the data into an existing address set or to 

create a new address set for the import. You need the required rights to create 

a new address set. 

4. Click on the button Next and allocate the fields: On the left side you see all 

fields of the Address set selected as Target table. In the right column you see 

all source fields. 

Select a field in the right and one in the left column. Click on Add/Set. The 

selected field of the source field is now imported into the selected field of the 

target table. You can import multiple fields of the source file into one field of 

the target table. You can also allocate one field of the source file to multiple 

fields in the address set. It is for example expedient to allocate the company 
name of the source file into the field Name1 and the field Shortname. 

Button Text: 

Adds a text to the selected field during the import. You can enter a note about 

the address source or add the comma for the salutation. 

Button Clear: 
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Removes an allocation. 

Button New field: 

If you have the requested right and the address set is not in use, you can add a 

new field directly here. Often the source file has fields which are not in the 

address set. You can change this here during the import. 

Button Auto: 

Checks if the field names are identical and then allocates fields with the same 

names automatically. 

Fields that are already allocated have a lock symbol in the right column: . 

If you deactivate the option Display all only the allocated fields in the 

address set are displayed. 

 

5. Click on the button Next to get to the options for choosing the import mode. 
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Option Skip first record Activate this option if your source file has column headers. 

Option Automatic overflow for fields Name1…Name3 This option is expedient if you 

have very long company - or organization names in the source file and these are in one 

field. AG-VIP SQL allows 40 characters in each name line. After 40 characters the 

word is wrapped if this option is activated. 

Option Automatic adoption of ZIP from field city If the zip code and the city are in one 

field of the source file, you can separate them by activating this option. 

 

Import mode for addresses 

a) All addresses as new 

All addresses are imported as new records. This can lead to duplicates. 
b) New entries and changes 

The data is updated. To update existing addresses you have to select the identification 

field in Compare addresses by. 

c) Only new addresses 

Only those addresses are imported which are not yet included in the target address set. 

d) Only changes 
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Only those addresses are imported which are already included in the target address set. 

With this you can for instance transfer sales figures from the accounting department 

and align them with a unique customer number which you have previously entered in 

the AG-VIP records. 

 

Compare addresses by 

If you choose b), c), d) you have to determine identification fields for existing 

addresses here. All fields previously allocated to address fields appear here. When the 
import is started the field contents are compared 1:1. If there is a hit, the allocated data 

is updated. 

 

Use a single transaction for the whole import process When this option is activated, 

the import is performed with a SQL statement. When the import is cancelled during 

the process by the user, no data is being imported. Otherwise the import is performed 

record by record. 

 

Button Save 

The import filter can be saved under a self-explaining name and can be reloaded at any 

time. This is how you can quickly define your own standard import filter: 

 

The option Save as public enables other users to use this filter. When you click on the 

button Complete, the import process is started. The horizontal progress bar shows the 
progress of this process. After the import has been finished successfully, you receive a 

confirmation: 
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You can select the previously imported data with the command Query in the menu 

Search. These are the records with your user name in the field CreateUser or 

ModificationUser and the current date in CreatedDate or ModifiedDate. 

8.4.2 How to import Excel files 
Purpose: 

You want to import data from MS Excel into an address set in AG-VIP SQL.  
Open the Excel table and save it in the format TEXT TAB. This ASCII file can be 

directly imported into AG-VIP SQL as described above. 

Procedure: 

1. Open the Excel file in which the address data to be imported is stored. 

2. Adjust the column width as the fields can be cut off in some Excel versions. 

Select the whole table by clicking into the field in the upper left corner 

(corner of column and line). Double-click on a column border. Now the 

complete field content of all columns is visible. 
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If you have columns with numbers like telephone numbers do not 

forget to format them as TEXT. If the field content is formatted as 

NUMBER, you lose the leading zero of the regional prefix! 

3. From the menu File, choose Save as and choose Text (Tab defined) as type. 
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4. Close the Excel file. Otherwise AG-VIP SQL cannot access the file. 

5. An ASCII file with your address data is created. This ASCII file can be 

directly imported into AG-VIP SQL with the import filter ASCII, TAB, ANSI. 

In AG-VIP SQL choose the command Import from the menu File. 
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6. As Import format choose Ascii-file (Tabulator / ANSI) and enter the text file 

created in Excel as Source file. Click on the button Next and choose the 

Target table. 

The next steps are the same as described in “Procedure”. 

8.5 Data exchange 
Purpose: 

The data exchange between different AG-VIP SQL installations is performed in 
Access data format. With this data type all data including history or user tables can 

be imported, which is not possible with other data formats. 

This means that this data exchange format is also appropriate for data exchanges 

between sales representatives and office or for the transfer of leads in an indirect 

sales organization. 

In contrast to an import with other formats, Access also enables the creation of new 

characteristics. User entries can be transferred and history entries can be added. 
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These are the two import steps: 

1. Export of the data in Access format on one side (e.g. sales representatives): 

Which data has to be transferred to the office? 

2. Import of the access file at the office. 

How is the data aligned? 

Precondition: 

The records must be stored centrally at one location in an address set so they can 

be updated. This means that each record receives a unique address number (ID). 
Now the data is transferred to the sales representatives for processing via Access 

data exchange by AG-VIP SQL. If data comes back to the central office via Access 

data exchange, it can be identified with this unique ID. 

 
Note  

The Microsoft SQL Server has its own replication mechanisms for 

decentral work. Data synchronization can be automated to a large 

extent. You find an extensive documentation about these functions in 

the full version of Microsoft SQL Server in the Enterprise Manager. 

Restrictions (from test): 

 After activating the synchronization, the data base layout of AG-

VIP SQL cannot be changed anymore. SQL Server does not 
allow modifications of a data structure in a SQL database which 

is to be synchronized. 

 The synchronization is performed record by record, i.e. one data 

record of the address set is overwritten at a time. This is 

unproblematic for the history. 

 Working with optional Workflow is not possible as tickets on 

both workplaces would be due at the same time. 
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8.5.1 How to export data 
Purpose: 

To export all data from records in AG-VIP SQL choose Access as export format.  

Procedure: 

1. Select all records which have to be aligned. First choose the command Query 

in the menu Search. One good search criterion could be the field 

ModificationDate. With this you can select all addresses which have been 

modified or are newly created since the indicated date.  

Ein sinnvolles Suchkriterium könnte z.B. das Feld ÄnderungDatum sein.. 

 4.2.3.2 Global Search  

2. As a result, a list with the addresses found is displayed. 

3. From the menu Records, choose Export. 

 

4. If you have already defined an export format, you can reload it with the button 
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Load. 

Otherwise choose the option Full export format in Export format.  

Enter name and path for the Target file.  

Choose whether you want to export All records or Only selected records. 

5. Click on Next. 

 

6. In the column Export click on all fields which you want to export, respectively 
transfer e.g. to the office. All fields including history, user tables or project 

tables can be transferred. Project entries in the history become "normal" 

history entries after an export. 

With the button Save you can save this personal export filter under a self-

explaining name. 

When you click on the button Complete, the Access export file is created in 

the target directory. 
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7. After the export, you have the option to copy the file name with the path of the 

created export file into the clipboard. With this you can e.g. attach the export 

file to an email. 

8.5.2 How to import data 
Purpose: 

You want to import data an AG-VIP SQL installation, previously stored in Access 

format. You define the way the data is aligned with alignment rules. 

Precondition: 

 

To update or supplement data by import, you need at least writing 

access to the relevant fields in the target address set. 

To perform an Access import you need the functional right 

Synchronize data. 

 

Procedure: 

1. From the menu File, choose Import. 
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2. If you have already defined an import filter, you can reload it with the button 

Load. 

Otherwise choose the option Full import formats in Import format. 

Click on Next. 
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3. Now choose the address set (target table) to which the data should be 

imported. 

Click on Next. 
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4. AG-VIP SQL analyses the data structure of the source file and the target table. 

All fields with consistent internal field names are offered for import. 

Click on the field you would like to import. Existing data is then overwritten 

with the source file. 

 

Features: Options (key F2) 

History Option: Only new entries 

Only new history entries are transferred to the 

corresponding record of the target address set. With this 

function To-Do’s can be transferred to other users.  

Example: 

A sales representative has visited customer X and enters 
a To-Do for an offer to this address for the user Smith in 

the office. 

Option: Changes 
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New entries are completed and existing history entries 

are updated. Changed history entries and also settled To-

Do’s are transferred to the target address set. 

Only with this function and together with the delete date 

in the following window of the import assistant it is 

possible to delete history records via import! The access 

right Delete for the history is required for this and the 

functional right full access to history. 

 Project entries in the history lose their project 

context and appear as “notes“. The communication icon 

is still visible. You see the original value in brackets in 

the project- and edit column. These entries are, however, 

not in any project statistic. These entries here are only 

“shadow” entries. 

Properties list Option: Add new 

With this function, new properties from the source file 
are added to the target address set which were previously 

not allocated to the record. 

Example: Properties list 

Source file     Target table     Target table after alignment 

     B                   A                      A 

     C                   C                      B 

                                                   C 

Option: Replace 

The properties in the source file replaces the properties in 

the target table. 

Example: Properties list 
Source file     Target table     Target table after alignment 

     B                   A                      B 

     C                   C                      C 
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 In Properties categories (next to the field choice) 

choose the import mode for properties. 

Additional list Here you can define which fields should be overwritten 

during the import. You have the following options: 

Option Add new 

New lines in the user table of the source file are added to 

the target address set. 

Example: User table 

Usertab.      Usertab.     Usertab. 

 

Source file     Target table     Target table after alignment 

     B                   A                      A 

     C                   C                      B 

                                                   C 

Option: Add and update 

New lines are supplemented and existing changed lines 
are overwritten by the source file data. 

Example: User table 

Source file     Target table     Target table after alignment 

     B                   A                      A 

     C new            C                      B 

                                                   C new 

Option: Replace 

The entries in the user table are transferred to the target 

table 1:1. All entries of the target address set are lost. 

Example: User table 

Source file     Target table     Target table after alignment 
     B                   A                      B 

     C                   C                      C 

Properties It is possible that properties were used in the source files 
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category which do not exist in the target address set. Due to the 

referential integrity of an SQL data base only properties 

can be transferred which have been defined during the 

AG-VIP SQL installation. 

Option: Add new 

New properties, used in the source file but not yet in the 

target address set, are added to the property category. 

Option: Only existing 
Only those properties are imported which are defined in 

the current AG-VIP SQL installation.  

Attention! If the source file includes a new 

property, the property field is empty after the import!!! 

User When creating or modifying a record, the user name is 

automatically entered in the fields CreateUser and 

ModificationUser. History entries also include user 

information about who created the entry. 

You have the following options for importing this 

information: 

Option: Only existing 

Only those user names are imported 1:1 which are 

defined in the current AG-VIP SQL installation. 

Other user information gets lost. Instead, the entry 

<System>. is displayed. 

Option: Add new 

A shadow account for the new user is created. The user 
information is maintained in squared brackets. This user 

is not in the user maintenance. The user is treated like a 

deleted user! 

With this function you can transfer the user information 

without boosting your user maintenance efforts. 

5. Click on Next. 
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6. Now choose the desired import mode. The import mode New entries and 

changes is recommended if you need an update of existing data. 

 

The import mode All addresses as new gives a new GUID to each 

address, which means new unique address IDs are used, not the 

GUIDs from the import file. This means that a data exchange /-

alignment with an existing AG-VIP SQL database is not possible. 

 

Last import date for history records This date is only needed if existing 

history records in the target address set should be deleted by the import. 

The access right Delete for the history is required for this and the 

functional right full access to history.  

The CreatedDate respectively the ModifiedDate of the history record is 

relevant for the align date.  
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Example: No align date 

Source 

file 

Target address set Target address set after alignment 

A - A is always copied 

B B² B if mode is Changes 

- C C persists 

 

Example: Align date is entered 

Source 

file 

Target 

address set 

Align date 

(Z) 

Target address set after 

alignment 

A A² A < A² < Z A² 

Both entries are older than the 

align date. Nothing happens. 

B B² B <B² > Z B² 
Nothing is changed in the target 

address set as the history entry in 

the target table is newer than the 

align date 

C C² C > C² > Z C 

If the mode is Change, entry C is 

updated. 

D D² D > D² > Z D 

If the mode is Changes, entry D 

is updated. 

E -- E < Z Nothing 

Entry E does not exist in the 

target address set. It must have 

been deleted centrally before the 
align date. 
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-- F² F² < Z F² is deleted in the mode 

Changes in the history with the 

necessary rights (full access + 

right to delete). This entry has 

obviously been deleted in the 

source file after the align date. 

G -- G > Z G 

Entry G has been created after 

the align date in the source file. 
The new entry is copied to the 

target address set. 

-- H² H² > Z H² 

H² stays unchanged as the entry 

was created after the align date. 

 

Button Save  

You can then store the import settings under a self-explaining name for further 

use. 

 

When you click on the button Complete, the import is started. 

 

7. Information about the number of records read, inserted, updated and skipped is 

displayed. 

8. To see which records have been added or updated, choose the command 
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Query from the menu Search. 

In the field AlignDate define the date of the alignment and all changed or 

newly created addresses are displayed. 

8.6 How to exchange field contents 
Purpose: 

Sometimes it is necessary to exchange field contents in AG-VIP SQL from one 

field to another. In the following example, the field content of PhoneCentral is 

transferred to PhoneOffice. For this, a data export is performed and afterwards a re-

import. 

Procedure: 

1. Select the addresses by choosing Query from the menu Search or click on 

the icon  . Do not enter any search criterion and confirm with OK. A list of 

all addresses of the current address set is displayed. 

 

2. From the menu Records, choose Export or click on the button  in the list 
window. The dialog box Export Data is displayed. 
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3. As export format choose WinWord (Tabulator / ANSI). Click on Next to 

select the export fields. 
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4. Choose the ID and PhoneCentral for the output fields. The ID is for the 

identification of the single records for the re-import. Click on Complete. 

5. Now start the import in AG-VIP SQL by choosing the command Import 

from the menu File. 
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6. As import format choose the previously exported format WinWord (Tabulator 

/ ANSI). Enter the previously created export file in Source file. Click on Next. 
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7. Select the target address set from which you want to exchange fields and click 

on Next. 
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8. Make the desired field allocation. Allocate the field PhoneCentral (right row) 

to the field PhoneOffice (left row) of the target address set. This makes the 

content of PhoneCentral appear in PhoneOffice. You can allocate the ID 

automatically with the button Auto. Click on the button Next to go to the next 

step of the import assistant. 
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9. Choose Only changes in Import mode for addresses. This is because you do 

not want to create new records, but to update existing ones. Check ID in 

Compare addresses by so the correct addresses will be imported. 

10. When you click on the button Complete, the import is started. The field 

PhoneCentral is now in the field PhoneOffice. You can do this with every 

other field in the address set. 

 

8.7 Telephony 
A telephone connection with the standardized MS TAP interface is integrated in 

AG-VIP SQL. With this you can dial directly from the current address, plan calls 

or identify incoming calls with a TAPI enabled dialling device (telephone, 

telephone system, ISDN card etc). You can get the required TAPI driver from the 

manufacturer of your dialling device. You can find an overview list of TAPI 

enabled dialling devices on the internet: http://www.grutzeck.de. 

http://www.grutzeck.de/
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In this paragraph telephony in the scope of free working is documented. Project 

related telephony in Powerdial is possible in the scope of the optional Workflow 

Engine (see Workflow Engine documentation). 

8.7.1 Settings 
Purpose: 

You have to set the required parameters to make calls from your workplace. 

You find detailed information about this in the AG-VIP SQL Manual for 

Administrators. 

These settings only have to be defined if your 

administrator has not yet defined it in the 

scope of the user maintenance for you or if 

you work with a first party TAPI solution, i.e. 

the workplace telephone is directly connected 

to your computer with a cable. 

In any case the dialling parameters have to be 

defined only once for each workplace. They 

include information about the regional prefix 

and external call prefix. 

You find detailed information about this in 

the AG-VIP SQL Manual for Administrators. 

 

Procedure: 

1. From the menu Tools, choose Telephone Options. Detailed information 

under  4.2.5.2. Telephone setup 

2. In the second step you set the dialling parameters for your workplace. 

From the menu Tools, choose Telephone dialling parameters. Enter the 

regional prefix and the external call prefix. There is generally no external call 

prefix for an ISDN dial-up connection. If you are using a telephone system, a 
zero must normally be entered for external calls. 

Further details:  4.2.5.3. Telephone dialling parameters 
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8.7.2 Outbound 
Purpose: 

You can dial directly from an address or plan a call. 

 

The telephony function is only available if you have a TAPI enabled 
dialling device and the required parameters are set correctly. 

8.7.2.1 Direct dialling 
Procedure: 

1. For this function, load the desired address in AG-VIP SQL. 

2. You have two options: 

3. Click on the icon  in the standard toolbar. 
All available numbers are displayed. Make your choice: 

 

4. Or: 

 

Go to the communication list view. Select the desired telephone number and 

click on the yellow dialling button. 
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5. The dialling process is started. You can see the dialling status in the status 

bar. 

 

6. If the connection is accomplished and the call is answered, the contact history 

is displayed. You can enter notes about the call. 
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7. The telephone bar is now active. Depending on your TAPI driver, the 

following options are available: 

 
Switch loudspeaker on/off, if this function can be 

controlled via TAPI driver. 

 
Allows the consultant call resp. call forwarding to another 

contact. Activate the drop-down field to show all users of 

AG-VIP SQL: 
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 User is logged on. Line is free. 

 User is not logged on to AG-VIP SQL. 

 User is logged on and is making a call right now. 
This information is only shown if the AG-VIP SQL  back end 

service is being used. 

 
Switches between first and second call during a callback. 

 Redialling. You can plan another call directly after the 

current one. 
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Write single email: 

You can write a single email directly from communication list in 

AG-VIP SQL. To do this, just click on the desired email address 

and click on   

 

A mailto command with this email address is send to the Windows 

shell. The system starts your email client registered as primary 

email program, i.e. MS Outlook or Outlook Express; the email 

address is transferred to the recipient line:  

 

 


In connection with Outlook, predefined tools are available to 

create an email in Outlook and to link this email to the history 

entry. 
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8.7.2.2 How to plan a call 
Purpose: 

In this example, you have written an offer for your customer. Four days after the 

offer, you want to re-check by telephone. For this AG-VIP SQL offers a function 
to plan calls. At the given time, AG-VIP SQL reminds you of the call to be made. 

Procedure: 

1. Load the desired address. 

2. Select the desired telephone number in the communication list and click on 

. 

 

3. or 

go to the history view and click on . 
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4. The dialog box for the planned phone call is displayed. 

 

5. In Date enter when the call should be made. If you check the option Alarm an 
acoustic signal reminds you that this call is due at the given time. 

In User you can assign this telephone To-Do to another user. Choose the 

number to be dialled in the last field. 

In the comment field you can enter the reason for the call. If necessary you 

can link a file. 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 254 

 

6. Click on the button OK to save the telephone To-Do. When you save the 

complete record with F12, the To-Do is saved as well. 

7. If the To-Do is due, this Activity list is displayed: 

 

8. Start dialling with a click on  . 

8.7.3 Inbound 
Purpose: 

When an inbound call is detected, AG-VIP SQL searches the linked address 

record(s), using the number of the caller, and displays these records. 

 

Preconditions: 

1. You are using a TAPI enabled dialling device and 

information about incoming calls can be transferred to AG-
VIP SQL. 

2. The external caller does not suppress his number. 

Procedure: 

1. A call is coming in. AG-VIP SQL searches the linked address record(s), using 

the number of the caller, and displays these records. 
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2. By double-clicking on the desired address you have all information you might 

need for an efficient conversation. You can enter conversation notes directly 

in the history. 

If the search returns one hit, this record is loaded immediately. 

8.7.4 The toolbar Telephony 
During a call, the toolbar Telephony is active. In the menu View, Toolbars and 

Telephony toolbar you can hide or show this toolbar. 

The toolbar makes the following functions available: 

These functions depend on the functionality of the TAPI driver of your dialing 

system which you are using in connection with AG-VIP SQL. It is possible that not 

all functional properties are made available via the TAPI interface. 

 

 
Loudspeaker: 

Switches the telephone to the loudspeaker/hands free 

 
Drop call: 

Terminates the current phone call or the consultant call. 

 Forwarding calls/consultant call:  
Shows a list of all user available in AG-VIP SQL with their 

status. If you choose a user, a consultant call to this user is 

started. The current address record or ticket can be 

transferred to your work station after saving. 

 8.7.5. Forwarding calls/consultant call 
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Swap: 

If you have started a consultant call you can swap between 

the first and the second conversation partner. 

 Conference: 

If you have started a consultant call, you can connect all 

three conversation partners in a teleconference. 

For this you need the TAPI function LineTransferMode 

Conference. 

 Redialing: 

The current call is planned anew. Choose the number to be 
called, the time including a note. The activity window will 

remind you of the due call. 

 "Wrong number: 

The current call attempt can be identified as "wrong 

number" as far as there is no other disconnect reason. 

 This function must be activated via AGVIP.INI or 

entry in the registry data. Use this function only of the TAPI 

drivers you are using are not able to detect the event "wrong 
number". There might be the danger that users identify call 

attempts as "wrong" without actually using a "wrong 

number". 

For activating (= 1) this function in the AGVIP.INI file add 

the following entry: 

[Tapi] 

Phone_AllowButtonWrongNumber=1 

 

You can deactivate this with "= 0". 

 

Entry in the registry data base: 
In the registry editor, go to the section 

HKEY_LOCAL_MACHINE\SOFTWARE\Grutzeck 
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Software\AG-VIP SQL\ 

and enter a subkey TAPI . In this, enter a section 

PhoneFunctions. 

In this section, create a new DWORD entry with the name 

AllowButtonWrongNumber. If you set the value to 1, the 

button will be displayed. If you set the value to 0, the button 

will be hidden. 

 

8.7.5 Forwarding calls/consultant call 
Apart from the call itself, the current records or the currently processed tickets can 

be forwarded to another AG-VIP SQL user during call forwarding. 

Minimum requirements: 

The following preconditions must be met for the call forwarding function of AG-

VIP SQL to work: 

 The TAPI driver must have the functional properties Line Blind Transfer and 

Line Complete Transfer . 

For the conference function you need the TAPI function LineTransferMode 
Conference. 

 The AG-VIP SQL back end service has been installed. 

This is a requirement so the call forwarding function knows which user is 

logged on to AG-VIP SQL with which status. 

 You can find more details about setting up the back end services in the 

Administrator Manual. 

 You have entered the direct phone number in the user profiles of AG-VIP 

SQL: 
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If you are using AG-VIP SQL across different localizations, it is 

recommended to enter the Direct phone number including the prefix. 

General functionality: 

1. A call is being made. This can be an outbound or inbound call. 

2. Click on the R button in the telephony toolbar. 

3. A list of all users of AG-VIP SQL is displayed. You can filter this lists for 

different criteria, e.g. only users who are logged on, users who are not making 

a call at the moment etc. 

4. Select the desired user. The current call is put on hold. A connection to the 

desired user is established. 

5. The global search is activated for the dialed-in user. The record or the ticket 

that you are working on is displayed for the user. The user can see your user 

name in the header of the global search so she or he knows from whom the 

call is coming. 

The dialed-in user can now open the record or ticket in read-only mode. Only 

when you have saved the ticket it is available to the other user in read-and-

write mode. 

6. After the other user has accepted the call, you can forward it by clicking on the 
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icon "drop call" . 

With he button "Conference"  you can know connect all conversation 
partners for a teleconference. 

With the button „Swap“  you can keep the connection to the dialed-in user 
and continue the call with the first conversation partner. 

What can be forwarded? 

Caller: 
Is making a call 

and initiates 

consultant call. 

Dialed-in AG-VIP 

SQL user: 

Options for dialed-in AG-

VIP SQL user: 

Address is opened 

in free working 

mode. 

Access to free 

working mode for 

this address set. 

Can edit address record 

directly. 

Address is opened 

in free working 
mode. 

No access to this 

address set. 

Does not see anything 

Address is opened 

in free working 

mode. 

Only access to 

individual project 

states in the 

Workflow of this 

address set. 

Sees the ticket if this address 

is in a project state which he 

has access to. Can pick up 

the ticket. 

Ticket processing 

in the project 

state. 

Access to identical 

project state. 

Sees the ticket and can pick 

it up after the reaction by the 

original conversation 

partner. If the ticket is put in 

the same project state by the 

original conversation 

partner, the processing 

counter does not add one. If 
the original conversation 

partner puts the ticket in a 

different project state to 

which the dialed-in user has 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 260 

 

Caller: 
Is making a call 

and initiates 

consultant call. 

Dialed-in AG-VIP 

SQL user: 

Options for dialed-in AG-

VIP SQL user: 

no access, he can have read-

only access first, after the 

reaction he has no access at 

all. 

Ticket processing 

in the project 
state. 

No access to the 

project state. Free 
working on address 

set level. 

Address record can be 

edited. 

Ticket processing 

in the project 

state. 

No access to project 

state, no free 

working on address 

set level. 

No access 

 

8.8 Faxes via Retarus FaxSolution 
With the software Faxsolution by Grutzeck Software’s cooperation partner Retarus 

you have the possibility to send faxes created with MS Word directly from AG-

VIP SQL. You do not need any fax software for this. The data is transferred via 

internet. The fax software functions like a printer driver so you can fax from any 
Windows application (Windows NT or higher). In connection with the tools in 

AG-VIP SQL, the fax number is identified and the fax is send directly to the 

recipient. You can send single faxes or serial faxes. 

More information on prices: http://www.retarus.de. 

http://www.retarus.de/
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Most of the time, fax solutions work according to this method: 

A fax document is created in MS Word with the help of a tool in 

AG-VIP SQL. The document is then printed to the fax software (e.g. 

Retarus Fax, WinFaxPro, Tobit Faxware, …). The fax software 

requires a special marking of the fax number so you do not have to 

enter it manually. Some solutions use a special font (Tobit Faxware), 

others put the number in special characters (Retarus Faxsolution, 

WinFaxPro) or work with bookmarks (FritzFax). 
 

Advantages: 

 An own infrastructure for sending faxes is not necessary, e.g. no fixed costs 

for purchases and maintenance. You only have varying costs for sending 

faxes. 

 This solution is mobile. You can send faxes from everywhere, for example 

from your notebook, wherever you are connected to the internet. 

 For sending single or serial faxes: With a capacity of over 3,000 lines, 

Retarus also delivers huge fax volumes immediately and reliably. 

 You can send faxes from any Windows application (via printer driver). 

 

Minimum requirements: 

 Operation system: Windows NT, 2000, XP 

 Internet access 

 Register with our cooperation partner Retarus 

8.8.1 Installation 
Purpose: 

You want to install the program Faxsolution on your computer. 

Procedure: 

1. Download the file fax4win.zip from 

http://www.grutzeck.de/download/fax4win.zip. This ZIP file includes the 

fax printer driver, the templates as Word document for AG-VIP SQL and 

the registration form for the service. 

http://www.grutzeck.de/download/fax4win.zip
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2. Unpack the filefax4win.zip into a temporary directory. 

3. In this directory you find the pdf document 

Anmeldung_Faxsolution_Grutzeck.pdf. This is the registration for 

Faxsolution. Print this, fill in all required fields and send the document per 

fax to +49 (0) 6181/9701-66. By doing this, you conclude a service 

agreement with our cooperation partner Retarus. You will then receive 

your licence key from Retarus per email. 

4. As soon as you have this key, install the program Win4fax.exe. The 
installation program leads you through the complete installation. 

5. After the installation, the window Profil, Einstellungen (profile, settings) 

is opened. 

 

6. In Kennung (answerback) enter your fax number in canonical form (for 

example +49 (1234)5678) or your company’s name.  

In Lizenz (license) choose the directory with your license file. You receive 

this license file directly from Retarus per email after you have sent your 

application and the signed terms and conditions to Retarus. 
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7. Complete your entries with the button OK. 

The program Fax solution is now installed on your computer and can be 

used immediately. 
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8.8.2 Creating a tool 
Purpose:  

You can create a fax document in MS Word with the help of a tool in AG-VIP 
SQL . ( AG-VIP SQL Manual for Administrators, key word „Tools“). 

You want to print the newly created fax document directly to the fax software and 

send it without any other user interaction. 

You have two options: 

 You use the template Vorlage Fax Retarus.doc and the example tool 

which you can import directly from the folder \Sample\.  

 You customize your current fax template in Word. 

 

Procedure: How to customize the current fax template 

The fax software must receive the fax number and a note for the fax log 

automatically. This means this information must be entered in your document with 
a special formatting. 

1. Start AG-VIP SQL. In the menu File choose the command 
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Administration, Other_Tools: 

2. An overview of available tools is displayed: 

 

3. Select one of the tools to modify the existing fax tool. Click on Modify. 

4. Go to the tab Edit tool:Fax. 

 

5. Click on Open to open the fax template in Word. 
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6. Add the following line in your fax template: 

 @@Nummer {DOCVARIABLE CommFaxOffice /*CHARFORMAT}@@ 

With the @ character in which you put the fax number, Faxsolution gets the 

information to which number the fax is to be send. 

 @@Beschreibung{DOCVARIABLE ShortName/*CHARFORMAT}@@ 

With the function @@Bescheibung … @@ you create a description for the fax 

log. Depending on which DOCVARIABLE you set here you can enter arbitrary 

information in your fax log. 

 

If you want this line to be invisible, match the font colour to the background 

colour in the menu FORMAT with the command CHARACTERS. 

 

 

ATTENTION:  

Do not choose the option Hide. If you do this Faxsolution cannot get 

the number from the document! 

 

8.8.3 How to create a serial fax 
Purpose: 

You want to send a serial fax with Faxsolution. 
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Procedure: 

1. Create a serial  fax as described in 8.3.3  

2. Enter the following text in the first line: 

  @@Serienfax@@ @@Nummer <<CommFaxOffice>>@@  

  @@Beschreibung <<Shortname>> <<NameLast>>@@ 

 

The fields in the double brackets are serial print fields from the control file 

(created in AG-VIP SQL) for merge mail in Word. 

3. To send merge mail as serial fax, open Word and choose the command Print 

from the menu File.   

Key shortcut CTRL + P 

4. As Printer choose Faxsolution. 

 

Each letter is send separately as fax. This is what the command 

@@Serienfax@@ does. 
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If you forget this command the complete serial letter is send as one fax to the 

first recipient! 

8.8.4 Important command codes in Retarus 
Faxsolution 

Function Description 

Resolution @@Auflösung <Wert>@@ 

Determines the resolution. Possible values: High | low. 

 

Example: 
@@Auflösung hoch@@ 

The fax is send in high resolution. 
 
@@Auflösung niedrig@@ 

The fax is send in low resolution. 

Description @@Beschreibung <Wert>@@ 

Sets the job description: A well-defined text which makes it possible 

to maintain the fax jobs more clearly. 
 

Example: 
@@Beschreibung Kundenfax KW 28@@ 

The fax jobs get the description “Kundenfax KW 28” (customer fax 

CW 28) in the job overview. 

Express @@Express@@ 

These faxes are sent with highest security. 

Number @@Nummer <Wert>@@ 

Adds the number entered after @@Nummer to the recipient’s 

number. 

 

Example: 
@@Nummer 06181/9701-66@@ 

The fax is send to the number 06181/9701-66. 

 
@@Nummer 06181/9701-66, Fax an Herrn Karré@@ 

The fax is send to the number 06181/9701-66. Additionally, the 

entered comment is displayed in the job overview. 
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Function Description 

@@Nummer <<CommFaxOffice>>@@ 

If << CommFaxOffice >> is a serial print field from AG-VIP 

SQL, the fax is send to all numbers with the serial print field, 

<<CommFaxOffice >>. 

Serial fax @@Serienfax@@ 

This entry should be on the first page of the serial fax. 

Sending 

time 

@@Versandzeit <Wert>@@ 

Determines the sending time. Possible values: nachts | jetzt | 

HH:MM | yyyy.mm.dd HH:MM | dd.mm.yyyy HH:MM 

 

Example: 
@@Versandzeit jetzt@@ 

The fax is send immediately. 
 
@@Versandzeit nachts@@ 

The fax is send on the current day after 9 pm. 

 
@@Versandzeit 19:11@@ 

The fax is send on the current day at 7.11 pm. 
 
@@Versandzeit 18.04.2003 19:11@@ 

The fax is send on the 18th April at 7.11 pm. 

 

9 How to work with Workflows 

 
You find an extensive documentation of the optional Workflow 

Engine for AG-VIP SQL for administrators in the  AG-VIP SQL 

Manual for Administrators. 
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9.1 What is a Workflow? 

 
A workflow is a sequence of target-oriented work steps. The terms 

Workflow and process are synonymic. 

A workflow can also be a project or campaign. 
Sales and distribution is often seen as a “black box”. It is also often organized from 

the sketch. For some professionals, this might be okay. For most however, it is 

necessary to define and structure the sales process. 

A process is a target-oriented sequence of processing steps. All areas like sales, 

marketing and service can be depicted as a process in the Workflow Engine of 

AG-VIP SQL. 
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The advantages of a process view are obvious: 

 Cost reduction by automation of the processing 

 Standardization of work processes guarantees constant quality 

 A clear structure enables measurability and planning of results like success 

rates or duration of the process. 
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 Targets can defined exactly based on processes. 

 Deficiencies of employees and corresponding counteractive measures like 

training can be identified. 

 Speeding up of the processes by automated information transfer You do not 

need to obtain the information, it is simply available in each situation, for 

example from the agent in the callcenter. 

All this leads to an increase of productivity. 

The first step is to structure the processes. AG-VIP SQL’s Workflow Engine 
provides the technology to manage processes and their usability by the employees. 

9.2 Working in a project 
Generally: 

Working with projects will simplify your work. The administrator has defined a 

special view on information and special entering possibilities for you, just for this 

task. This reduces complexity. With the classification at the end, Follow Up's 

(resubmissions) are created (if necessary) and the ticket is transferred to the next 
level. 

Procedure: 

1. The administrator has allocated you to certain processing levels. From the 

menu File, choose Projects. 
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2. Only the processing levels in black are active for you.  

– Urgent! Must be processed as soon as possible! 
 - Tickets for processing exist 

- Only few tickets to be processed 

– Processing level without any tickets 

The colour values are defined by two thresholds which your team leader has 

determined for this processing level. 

 

144 /144 / 0) 

The first number (144) states the total number of tickets in this project state 
which are available to the logged-on user, i.e. private and global tickets to 

which you have access due to your record user rights. The second number 

(144) is the number of all tickets due for processing for you as user. The right 

number (0) states how many tickets are due for the logged on user. That 

means that these are private and global due FollowUps. 

Note: To get a quick overview of all FollowUps as a team leader, use the 

project monitor via the menu File, command Project monitor. 

As global and private FollowUps are possible on AG-VIP SQL, the displayed 

number of tickets per user in the area Projects  can be different. 

 

Choose the desired processing level by double-clicking. Just click on the 

level you need. 
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3. The window Select your next action is displayed: 

 

4. For the start, the traffic light sign in this window is set to Pause. Click on one 

of the other buttons to start an action. 

- Continue work with the next ticket 
The next ticket is automatically opened for processing. If a post-processing 

time was determined for this level, the seconds are counted down until the 

next record is opened for processing. 

- Create new ticket for existing address Special case if you need to create a 
new ticket (e.g. a new support problem of an existing customer). 

- Create new address with new ticket 
You can enter (for instance) callers for a raffle and you need to create a new 

record for each contact. 

- Pause 
Stops the processing. Pauses are counted. 

- Stop working in this project state 
You go back to the project overview to stop working or to choose a different 

processing level. 

-Select next ticket from the list 
A list of all due tickets (and tickets which will be due in the future) is 

displayed for processing. You can reduce the list elements with a filter . 

You then have the same options like in the  Global search. 

 

Choose the desired action, e.g. Continue work with next ticket. 

5. The pre-defined views (the conversation guide) are opened. 
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6. Make your entries. With Enter you can jump from one field to the next. With 

the key combination Alt + Arrow left or Alt + Arrow left you can go to the 

next tab or to the next question. 

You can use the note-book  for your individual notes during the call. 

Alternatively:     Menu View command Toolbars, Workflow notes bar. 

You can dock this window, e.g. to the edge of the screen. If you keep CTRL 

pressed, you can undock the window and pull it with the mouse pointer to the 

desired location. The window is downsized. If you move the mouse over it, it 

is opened for your entries. 

7. Complete your entries with F12 or the button  . You are asked to choose a 

reaction for your entries. 
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8. Choose the desired option and confirm with OK. If you click on Cancel you 

go back to the processing of the record. After choosing the reaction, this 

cannot be modified anymore. 

 Follow Up next page … 

9. Now you can e.g. create a document for sending information, depending on 

the reaction scheme you defined.  

10. Finally you have the possibility to write a comment for the history. A text can 
be entered in the reaction. This is supplemented by comments in the notebook 

in which you took notes during the processing. You are possibly asked to 

enter a Follow Up date. 
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11. The project overview (see paragraph 3) is displayed again and you can work 

on the next ticket. 

9.2.1 Follow up 

9.2.1.1 FollowUp with the reaction to a ticket  
When choosing a reaction for which a user can enter the Follow up time 

individually, he can enter a date and a time.  
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If you select the option Follow up with priority, this is displayed at 3 pm in the 
foreground. If you do not check this box, the ticket is activated at this time. Tickets 

with priority should be worked on first. 

With the button   you can define the follow up time more specifically. You can 

enter a time range in which these tickets can be processed again.  

The time range can differ from the planned time entered first. The ticket is opened 

e.g. at 3 pm then If the contact is not available then, the follow up is tried again 

between 9 and 12.30. 
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Attention: 

Please note that the ticket cannot be processed if this time range is not 

within your working time. 

In Number to call the agent can choose a number to be re-dialled if 

the administrator has entered several numbers for this process level.  

 

Attention: 

Please observe as a team leader that you give the user the option to 

enter a telephone number which has also been selected as possible 

telephony field within 

9.2.1.2 Due FollowUps from other project states 
Purpose: 

In the project traffic light, due FollowUps from other project states are displayed. 
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With a double click, you can process these due tickets. 

With this, the user can decide if she or he performs the due follow-up action 

(calling the customer) for the open offer and then continues making calls related to 

the mailing. Projects that will end soon and have only few FollowUps to be done 

can then be processed by an agent along with the primary project. 

Procedure: 

1. You are working in your primary project state. After the final reaction to the 

ticket, the project traffic light is shown again. 

 

2. The project traffic light will be expanded and shows due FollowUps from 

other project states for this user: 

In the example above the user sees that in the current project 1__Determine 

demand   (6) FollowUps must be processed. 

3. By double-clicking on a project state, the next due ticket is loaded directly and 

can be processed by the user. 
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If several users are assigned to a project state, it can happen that several 

users process the FollowUps and these can be processed quickly. 

9.3 Statistics within a project 
Purpose: 

As a user, you might like to assess your own work performance. For this, the 

optional Workflow Engine for AG-VIP SQL includes a statistics function. 

9.3.1 How to create a statistics 
Procedure: 

1. Close all open address sets and stop all active work on projects. 

 

2. From the menu File, choose Workflow statistic. You can also click on the 
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icon   in the standard toolbar. 

3. The assistant for creating a project statistics is opened. 

4. Choose the desired statistics type. 

 

5. Enter the desired date range. 
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Start date Enter the start date for the analysis. 

Statistic range In statistic range you can choose to analyse the 

current day, week or month. With Other you can 

define a free range with a start and end date. 

End date Enter an end date for the project statistics. 

Next  Leads to the selection for the projects to be analysed. 

Cancel (Cancel) Cancels the creation of the project statistics. 

Hilfe (Help) Opens the context related online help. 

 

6. Now choose which projects should be included in the statistics.  
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Address sets and 

projects 

All address sets with related projects are displayed in 

a tree. 

Select all Selects all projects. 

Clear De-selects all projects. 

Back Brings you back to the selection of the analysis time 

range. 

Next  Brings you to the selection of the single users. 

Cancel Cancels the creation of the project statistics. 

Helps Opens the context related online help. 

 

7. On the next tab, click on Complete. This is all you can do without the related 

rights. You see only the results for yourself. Team leader see the employees 

who work on the same project. This requires the exclusive access right on 
project table level. 
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Back Leads to the selection for the projects to be analyzed. 

Complete Starts the project analysis. This may take some minutes 

as the creation of a statistics is a very complex process. 

Cancel Cancels the creation of the project statistics. 

 

8. Click on Complete. The statistics is being created. This may take some 

minutes as it is a very complex process. 

You can print the result   or copy it to the clipboard   and open it in MS 

Access for further processing. 

You receive information from address sets, projects, processing levels and 

employees about: 

 Number of tickets from start to end of the analysis time 

 How many transfers happened (absolutely or in percentage) 

 Number of agents that worked on this processing level at this point 
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 Cumulated work time 

 Pause time 

 Waiting time for the user when the system was busy (e.g. with 

dialling) 

 Time in which AG-VIP SQL was waiting for a user entry to continue 

 Connected time (calls) 

 Average call duration 

 Number of calls (connected, busy, not available) 

 And much more… 

This makes an efficient project control possible. 

9.3.2 Significance of the statistics 
With the project assistant you can create the following statistics. The following 

options are available:  

 Opens the address set level. 

 
Opens all projects. 

 Opens the processing levels. 

 Shows the single transfers into the next level. 

 Shows the sums statistics with the complete number of tickets, 

transfers, changes in percentage, complete work time for each 

ticket, number of the agents which have worked on this level. 

 
Shows the columns of the work time statistics. You receive 

information about cumulated work times, the time the system was 

waiting for a user entry, the time the system was busy, pause times 

and the connected time (calls). 

 
The telephone statistics gives information about the number of calls 

(connected, busy, not available) You can also see how many calls 

were detected as incorrect by the TAPI driver (e.g. no connection) 

and the average call duration. 

 Copies all displayed statistic values to the clipboard. With the 
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shortcut CTRL + V you can paste the data into other applications 

like MS Excel for further processing. 

 Prints all displayed values of the statistics. This can be several 

pages of print, if the page is not wide enough. 

 

Name Shows the displayed level: Address set, project, processing 

level or transfer. You see the cumulated values first, then the 

values per employee. 

Next state Shows the work result of a processing level (productivity). In 

this example, averaged 95% of the addresses could be qualified 

and processed on the level “Mailing”. 

Initial count Shows the number of tickets at the start time of the analysis. 

Increase Shows how many tickets have been entered in the projects or 

transferred to the processing level within the analysis time 

range. Attention: Transfers are counted in this number. It is 

possible that the same ticket can pass a level several times. 

in % Shows what percentage of the overall entries to the project 

occurred on this level. 
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Decrease Sum of the decreases in the analysis time range, which means 

the transfers to other processing levels. 

in % Shows what percentage of the transfers within the project 

occurred on this level. With this, you quickly get an overview 

where the most transfers/movement in the project occurs. 

Final count Informs you about the final count of tickets at the end of the 

processing level analysis. 

Change in % Shows the change of the ticket number for each level from 

start to end in percentage. 

Agents Total number of agents who were active on this level during 

the analysis time range. 

Ticket time total Sum of the ticket processing time on this level. Here you learn 
what time you invested altogether for reaching these results. 

For this, only the work time per ticket is counted, no pause 

times or free working in the project. 

Tickettime 

average 

Shows you the average working time per ticket. Compare this 

with the individual results of single users and you might find a 

blooper for which you can take counteractive measures like 

training. 
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Name Shows the displayed level: Address set, project, processing 

level or transfer. You see the cumulated values first, then the 

values per employee. 

Time total Logged work time in this project/processing level. 

Time Idle Time in which AG-VIP SQL was waiting for a user entry to 

continue, e.g. reaction, comment entry etc. 

Time Waiting Time in which AG-VIP SQL was dialling and the user was 

waiting for a call. 

Time Connected Cumulated net call duration. 

Time Pause Pause time: Time in which the employee has switched to 

pause. 
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Name Shows the displayed level: Address set, project, 

processing level or transfer. You see the cumulated 

values first, then the values per employee. 

Time Connected Informs you about the cumulated net call duration. This 

can slightly differ from “Time connected” in the work 

time statistic due to rounding differences. 

Average Call time Average call duration. This value is especially 

interesting on transfer level. If you compare the overall 

productivity of the project with the result of single 

employees and look at the average call duration, you 

might see that employees with fewer calls make longer 

calls. So you see if training for result orientated 

conversation is required. 

Calls connected Number of connected calls 

Calls busy Number of calls with busy lines. 

Calls No connect Number of calls that could not be connected within x 



AG-VIP SQL – User Manual 

Release 1.0  

 

Page 291 

 

seconds. Define the time interval in the corresponding 

processing level. 

Calls wrong number Number of tried dials for which the TAPI driver has 

signalled that the number is incorrect or invalid. This 

functionality depends on the TAPI driver you use. 

10 Toolbars and hotkeys 

 

10.1 Toolbars 
Standard toolbar: 

Button Function 

 Copy/New address 

A copy of the current address is created as new address. 

 Save: 

Saves the current address. 

 Delete: 

Deletes the current address after a control question. 

 Cancel: 

Empties the entry fields and closes without saving. 

 Refresh: 
Loads the current record anew (refreshes it). 

 New contact: 
Creates a new contact based on the current address. Fields defined 

by the administrator are inherited from the main address, e.g. postal 

address. 

 Dial: 

If a TAPI driver is available, the telephone number of the address 

can be called directly after selecting it. 

 Global search 

Searches for a record in all address sets to which the user has 

access. 

 Search: 

Searches addresses according to a key word. 
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Button Function 

 Query: 

Searches addresses for properties including variables and logics. 

 Ticket for current address 

 Parks the current address/ticket 

The current records is "Parked" (put on hold) for later processing. 

Max. 10 addresses/tickets can be parked. Parked records are read-

only for other users. AG-VIP SQL can only be finished if all 

parked records have been continued (resumed). 

 Continuing a record/ticket: 

 First record: 
Shows the first record of the current address set. 

 Show previous record 

 Next record 

 Last record: 

Shows the last record of the current address set. 

 Display hierarchy: 

Shows all super-and subordinate contacts for the current record. 

 Show/hide output window 

 Show/hide activities window 

Shows the FollowUps and planned calls. 

 Info about/Support 

Shows the current license information with expiry date and the 

quick way to direct support via internet or e-mail. 

 Help: 

Help for a certain theme. 

10.2 Hotkeys/Keyboard layout 
The keyboard layout can be modified individually. Here is the keyboard layout as it is: 

 

Buttons Function 
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Buttons Function 

ESC Cancel Empties the current entry fields without 

saving. 

F1 Start online help 

F2 Rename entry or edit field 

F4 Search record 

F5 Load record or refresh view 

F6 Show next form/view 

F12 Stores the address or terminates the ticket 

processing in the optional Workflow. Next page 

(script mode). 

Space In some list views: Edit  record 

For logical fields: Select/deselect 

Page down Load next record 

Page up Load previous record 

Tab Jumps to the next field 

Ctrl + C Copies the selected text to the clipboard. 

Ctrl +1, 2, … Jumps to the view 1, 2 .... 

Ctrl + N Create new address or create copy of the address 

currently displayed. 

Ctrl + S Select address manually 

Ctrl + V Pastes the content of the clipboard in the current 

cursor position. 

Ctrl + F2 Show dates for current and superordinate contacts 

in AG-Top. 

Ctrl + F4 Leaves the current processing mode, e.g. an 
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Buttons Function 

address table in free working mode is closed. 

Ctrl + Tab The next tab is shown. This can be a view/form or 

tab in a list. 

Ctrl + page down The next tab is shown. 

Shift + F4 Global search in all address sets to which you have 

access. 

Shift + F6 Show previous form/view 

Shift + Tab Jumps to the previous field 

Shift + Ctrl + A Opens the activities window with FollowUps and 

the process of the last processed addresses 

Shift + Ctrl + H Opens the hierarchy window. 

Shift + Ctrl + M Opens the monitor window. 

Shift + Ctrl + N Opens the monitor window in the Workflow mode. 

Shift + Ctrl + O Opens the output window: Search and selection 

results 

Shift + Ctrl + P Copies the PO box address to the clipboard. 

Shift + Ctrl + S Copies the address to the clipboard. 

Shift + Ctrl + W Opens the workspace window. 

Shift + Ctrl + T Opens the toolbar for the telephony. 

Shift + Ctrl + page down Previous view is opened. 

Alt + Ctrl + N Add new contact for the current address 

(hierarchy) 

Alt + Arrow down Opens a drop-down-list for selection in property- 

or date fields 

Alt + Arrow right Next view is opened. 
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