
Company Wizard Plus 

Usage: 

Company Wizard Plus currently offers six functions. 

1. Create Company Records and Link Contact Records to the Company Records. For detail on this function, see below. 

2. Unlink Contact Records from Company Records. For detail on this function, see below. 

3. Update Linked Fields in Contact Records from Company Records. For detail on this function, see below. 

4. Update Linked Fields in Company Records from Contact Records.  For detail on this function, see below. 

5. Flatten an individual Company Hierarchy.  For detail on this function, see below. 

6. Delete the selected (highlighted) Companies from the Company List.  For detail on this function, see below. 



Company Wizard Plus 

Create Companies and Link Contacts Function 

Usage: 

1. Open ACT! and switch to the CONTACT LIST view. 

2. Do a lookup and tag the contacts you want to process. If you want to process all contacts, use “Tag All” to tag all the contacts. 

3. Click on Tools and then on Company Wizard Plus and select the Create Companies and Link Contacts menu item. 

4. You will get a dialog box to confirm your action and to specify processing options. 

 

 



The Image below show s the dialbox that opens when you choose Companys and link Contacts.  Select the pairs of fields in the Contact and Company records 

that will be used to match Contact and Company records. The default is to match just on Company Name and these fields will be preselected in the dropdown 

boxes. To use different fields or additional fields select the field names in the dropdown boxes.  Examples of user are below this image. 

 

For example, if you work with the same company name at 

multiple locations, one possible set of match fields would be 

Company Name, City, and State. Another example, you may have 

imported into ACT! the account records (as Companies) from 

your accounting software, and also imported the contact names as 

contacts, and you brought the account numbers into both records. 

You could link companies and contacts on this account number 

field in both records. 

Note: You must select the same number of fields from the 

Contact and the Company records for matching purposes. You 

will get an error message if you do not select the same number of 

fields for both record types. 

You can now select from the following options for creating 

company records and linking contacts to them. 

• To link contacts to company records select the first 

check box "Link Contacts to Companies as you process 

them".  

• To link contacts to existing company records, select the 

first and the second check box "Don't Create Companies 

- just link if you can". This selection will not create new 

company records. Only contacts that match existing 

company records will be linked.  

• If you want to associate contacts with companies but not 

link them, select the bottom check box "Associate 

Contacts to Companies as you process them". Associated 

Contacts appear in the Contacts tab of the Company Detail View but the fields in the Contact record will not get updated by using the built-in 

Companies/Update Linked Contacts action or the Company Wizard Plus Update Linked Contacts function. If you want to build companies during this 

process then make sure that the "Don't Create Companies" box is unchecked. If you do not want to build companies during this process, make sure that 

the "Don't Create Companies" check box is checked.    



• Normally, Contact records with blank match fields are considered incomplete records and they are bypassed. To force the processing of contact records 

with blank match fields, check the "Process Contact records with Blank Fields" check box. In this case the blank value is considered as on valid value in 

the field.  

Note: Contact records with blank Company names are always bypassed. This is because, if a company records is attempted to be created from the 

contact record, the company record is required to have a non-blank Company name.  

When you are ready to process the selected Contact records with the selected options, click YES, CONTINUE. 

You will now see a progress box. If you change your mind during the process, click Cancel. However, company records that have been created and contact 

records that have been linked or 

associated will not be rolled back. 

 

A final box will show you the results of 

the operation. 

 

Company records have been created and 

linked as requested. 

  

 



Notes: 

There is a known interaction with Company Wizard Plus and the Contact List Plus product from Durkin Computing, LLC.  

If you are using Contact List Plus, Company Wizard cannot find the contacts that you have selected and therefore has nothing to process. This is an issue with the 

way that both products interact with ACT! itself and is not something that can be fixed by either add-on vendor.  

To use Company Wizard in this environment, you must temporarily turn off Contact List Plus using its control dialog found under Tools/Contact List Plus or 

Tools/Durkin Impact Suite. This brings up the “About Contact List Plus” dialog box. Deselect the check box “Use Contact List Plus (Master Switch)”. This will 

revert ACT! to using the built-in Contact List function. Use the built-in Contact List to tag contacts and process them through Company Wizard Plus.  

When you are done with Company Wizard, use the Tools/Contact List Plus dialog box to turn Contact List Plus back on (check the box next to “Use Contact List 

Plus (Master Switch”). 



Company Wizard Plus 

Unlink Contacts Function 

Usage: 

1. Open ACT! and switch to the CONTACT LIST view. 
2. Do a lookup and tag the contacts you want to process. If you want to process 

all contacts, use “Tag All” to tag all the contacts. 

3. Click on Tools and then on Company Wizard Plus and select the Unlink 

Contacts menu item. 

You will get a dialog box to confirm your action and offer the option to UnAssociate 

rather than UnLink the tagged contacts. 

 

 

If you want to unassociated rather than unlink the contacts from their company records check the box. 



When you are ready to process the selected Contact records with the selected options, click YES, CONTINUE. 

You will now see a progress box. If you change your mind during the process, click Cancel. However, any unlinking or unassociating already performed will not 

be rolled back. 

A final box will show you the results of the operation.  Company records have been unlinked or unassociated as requested. 

 

  



 



There is a known interaction with Company Wizard Plus and the Contact List Plus product from Durkin Computing, LLC. If you are using Contact List Plus, 

Company Wizard cannot find the contacts that you have selected and therefore has nothing to process. This is an issue with the way that both products interact 

with ACT! itself and is not something that can be fixed by either add-on vendor. To use Company Wizard in this environment, you must temporarily turn off 

Contact List Plus using its control dialog found under Tools/Contact List Plus or Tools/Durkin Impact Suite. This brings up the “About Contact List Plus” dialog 

box. Deselect the check box “Use Contact List Plus (Master Switch)”. This will revert ACT! to using the built-in Contact List function. Use the built-in Contact 

List to tag contacts and process them through Company Wizard Plus. When you are done with Company Wizard, use the Tools/Contact List Plus dialog box to 

turn Contact List Plus back on (check the box next to “Use Contact List Plus (Master Switch”). 



Company Wizard Plus 

Update Linked Contacts Function 

Usage: 

1. Open ACT! and switch to the COMPANY LIST view. 
2. Do a lookup of the companies you want to process. If you 

want to process all companies, do an explicit Lookup/All 

Companies to ensure that the proper list will be found by the 

tool. 

3. Click on Tools and then on Company Wizard Plus and select 

the Update Linked Contacts menu item. 

4. You will get a dialog box to confirm your action. 

 



 

Here you can select from one of two modes of operation. 

• The first option copies the field value from the company record to the contact record unconditionally. This option will even overlay a non-blank value in 

a contact record with a blank value from the company record. This is the recommended option as it follows the expectation that the contact fields will be 

exactly the same as the linked company fields.  

• The second option only fills empty fields in the Contact records with non-empty values from the linked company records. Note that this is not the 

normal way that linked fields are supposed to work so that is why this is not the recommended nor default option.  

When you are ready to process the selected Company records with the selected options, click YES, CONTINUE. 

You will now see a progress box. If you change your mind during the process, click Cancel. However, any field updating already performed will not be rolled 

back. 

A final box will show you the results of the operation. 



 

Contact records have been updated as requested. 

  



 



Company Wizard Plus 

Update Linked Companies Function 

Usage: 

1. Open ACT! and switch to the CONTACT LIST view. 
2. From the contact list select (highlight, tag) the contacts you want to process.  If you want to process all contacts in your current Contact List then use the 

Tag All button at the top of the Contact List screen so highlight all the displayed contacts. 

3. Click on Tools and then on Company Wizard Plus and select the Update Linked Companies menu item. 

You will get a dialog box to confirm your action. 



 

Here you can select from one of two modes of operation. 

• The first option copies the field value from the contact record to the company record unconditionally. This option will even overlay a non-blank value in 

a company record with a blank value from the contact record. This is not the recommended option as the original intent of this process is to attempt to 

complete a possibly incomplete company record with information from linked contacts 

• The second option only fills empty fields in the Contact records with non-empty values from the linked company records. This is the recommended 

option as noted above. 

When you are ready to process the selected Contact records with the selected options, click YES, CONTINUE. 

You will now see a progress box. If you change your mind during the process, click Cancel. However, any field updating already performed will not be rolled 

back. 



A final box will show you the results of the operation. 

 

Company records have been updated as requested. 



Company Wizard Plus 

Flatten Company Hierarchy Function 

This function moves all Sub-divisions of the displayed Company record to be immediate children (just Divisions) of the displayed Company record.  Thus a 

multi-level Parent Company/Division/Sub-division hierarchy is flattened to a two level Parent Company/Division hierarchy only. 

Usage: 

1. Open ACT! and switch to the COMPANY Detail view. 
2. Display the Parent Company (or Company Division) you want to flatten 

3. Click on Tools and then on Company Wizard Plus and select the Flatten Company Hierarchy function. 



 

The work is done immediately and the only response is a confirmation box when the work is done. 



Company Wizard Plus 

Delete Selected Companies Function 

This function deletes the selected (highlighted) companies from the Company List.  This allows multiple companies to be deleted in one operation.  Although this 

function is available built-in to Act! v16 this brings this function to earlier versions of Act! 

As this process is destructive and there is no Undo action make sure you have a backup of your Act! data base in case you delete a company record that you 

really wanted. 

Usage: 

1. Open ACT! and switch to the COMPANY List view. 
2. Select using the mouse, left shift key, and/or left control key the Companies to be deleted.  
3. Click on Tools and then on Company Wizard Plus and select the Delete Selected Companies option. 



 



A window comes up saying that you are about to delete the selected companies in the list.  

 

Move the click the Yes, continue button if you are sure you want to proceed. 

Another warning box comes up asking again if you want to proceed. 

 



If you are really sure click the Yes button.  Delete processing then begins. 

A Progress box will appear and increment as the deletion process continues.  Press the Cancel button on the Progress box to interrupt the process.  Company 

records already deleted cannot be recovered except from a backup of your Act! data base. 

When the delete process is completed a status box will display showing the results of the operation. 

 

 


