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Tip:  
Take Advantage of Right-Click Menus 
Many tasks in Insider can be performed from more than one screen and in 
more than one way. Generally, there are three ways to perform a task: 
from the menus, from the toolbar, and through a right-click menu. (All the 
three ways do not apply to all tasks but they do apply to most of them.) 
Right-click menus open when you click with the right mouse button on an 
object or on a blank space in the Information Display Pane, for instance 
when you click on an assignment record in the Activities screen. Right-
click menus list the commands that make sense at the moment. In other 
words, right-click menus are sensitive to where you are and what you are 
presently doing, i.e. they are context-sensitive.  

 
Because the right-click menus are easy to access and always offer valid 
choices, they are typically more convenient to use than the commands 
located in the standard menus above the program toolbar. So, here is a 
piece of practical advice: whenever you try to do something in Insider for 
the first time, be sure to first check what commands are available in the 
right-click menu. Chances are that you will find the easiest way to perform 
a task right away! 

 
Navigating Insider 
The Navigation Pane on the left-hand side of the Insider 
window is always visible. You use it to navigate through 
Insider’s screens. The Navigation Pane contains the screen-
related buttons. Each screen-related button corresponds to a 
particular Insider screen, e.g. Activities, Contacts, etc.. 
Clicking a screen button switches the Insider view to display the 
related screen. The screen buttons are arranged in groups, 
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placed in individual panels (Work, Marketing, Sales, etc.) and 
only one panel can be opened at a time. To open a panel and 
access the buttons in it, click the panel header. 
Tip:  

Return to the Last Selected Contact Quickly 
If you have opened a contact profile in the Account screen and after that 
navigated to some other screen(s), you need not to go all the way through 
the Navigation Pane again to return to that profile. Just click the Active 
Contact button (whose label will be now displaying that contact’s name) 
on the menu and the contact’s profile will be displayed again: 

 

 

Take a Tour of Insider 
Now that you know how to navigate Insider, let’s take a tour 
through its screens and find out what each screen is about and 
how it functions. (Click the corresponding button in the 
Navigation Pane to switch Insider to the respective screen.) 
Refer to the table that follows for an overview of each screen. 

Panel Button Screen Explanation 
W

ork 

Activities Activities 

Enables you to view, create and manage 
activities. Activities are assignments of 
“to do” type that are assigned to and/or 
send employees. They can be related to 
a particular client (“contact”), can have a 
start date and end date, and can be 
displayed in the Calendar. There are six 
types of activities: Call, E-mail, Fax, 
Letter, Meeting, Task. Depending on 
the selected view, ether only Open 
activities are displayed (those that still 
need to be done) or both Open and 
Closed (completed or canceled) 
activities.  

Contacts Account 
This screen is like an address book but 
with some advanced capabilities. It 
enables you to create and manage the 
profiles of your firm’s contacts. A 
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Panel Button Screen Explanation 

“contact” is usually an organization your 
firm is dealing with, like a client, 
prospective client (lead), partner, 
affiliate, but can also be a person – for 
example, a private client or an employee 
with your own firm. The individuals from 
the “contact” organization with whom you 
communicate are called “Contact 
Persons.” 

Calendar Calendar 

Displays a graphic calendar with the 
scheduled activities. There you can see 
your own activities (activities that are 
either created by you or assigned to you) 
and, depending on your Insider user 
rights (typically if you are a manager), 
the tasks of the other employees. You 
can access activities and create new 
activities directly from the Calendar (that 
is, you need not to open the Activities 
screen to do this).  

M
arketing 

Campaigns Campaigns Enables you to create and manage your 
marketing campaigns. 

Target 
Groups 

Contact 
Groups 

Enables you to create and manage 
multiple target groups and sub-groups 
for your marketing activities and 
campaigns. 

Sales 

Offers Offers Enables you to create and manage the 
offers made to clients and prospects. 

Articles Articles/Items 
Catalogue 

In this screen, you maintain and manage 
your firm’s products and services.  

Finance Invoices Invoices Enables you to create and manage the 
invoices issued to clients. 

Reports OLAP OLAP 

OLAP stands for OnLine Analytical 
Processing – an advanced analytical and 
reporting technology with elements of 
artificial intelligence. This screen enables 
you to perform trend analysis on sales, 
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Panel Button Screen Explanation 

financial, and other information. It 
provides ready-to-use analytics and 
presents the results visually in graphical 
charts. 

Settings 

Users User Rights 
Enables you to set up Insider users and 
manage their user roles (User or 
Manager) and access rights. 

System Data Nomen-
clatures 

Enables you to manage various system 
data categories and define their entries 
so you can adjust the way Insider 
operates to your business model. Such 
system data categories are Activity 
Subtypes, Attachment Types, Contact 
Categories, Departments, etc. 

Data Import 
Data Import 
from Excel 
Sheets 

Enables you to import to Insider data 
from your previous system or from other 
sources. The imported data must be in 
MS Excel 2003 spreadsheet format (.xls 
file). 

Report 
Configuration 

Report 
Configuration 

Enables you to upload pre-defined 
reports for use with Insider. The 
uploaded reports must be in Crystal 
Reports for Visual Studio 2005 format 
(.xcr file). 

  
Tip:  

Insider Can Manage Additional Information 
Insider not only can manage your assignments, contacts, and campaigns, 
but also enables you to add and manage some additional information 
related to the individual assignments, contacts, and campaigns by 
attaching files to them. This way you can keep all the information relevant 
to a particular assignment, contact, or campaign bound to that 
assignment/contact/campaign and readily available within a mouse click 
for you and for your colleagues to use. 
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Sorting and Grouping Records 
As you have already noticed by now, quite often the information 
you are going to work with is presented in Insider in table-like 
form in which the individual columns represent the various 
categories of information and the rows are the individual 
records. For example, in the Activities screen, each row 
represents an individual assignment: 

 
Under real-life conditions, your database can grow quickly to 
hundreds and thousands of records, so it is of paramount 
importance to be able to sort and group these records 
appropriately so you can have a meaningful and manageable 
view of the records. 
 

Sorting Records 
To sort the table by a particular category (column) in ascending 
order, click the column header: 

 
Clicking the column header for the second time, sorts the table 
by that column in descending order. 
 

Grouping Records 
Insider has the fascinating ability to group the records that have 
the same content in the sort column and to present that 
grouping in a convenient tree-view form. Following is the 
Activities screen, but the records are now grouped:  
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To group the records presented in table-like form into a tree-
view: 
1. Decide by the content of which column you want the 

records grouped. 
2. Drag with the mouse the header of that column to the blank 

area just above the header row. A successful drag is 
indicated by two red vertical arrows encompassing the 
blank area: 

 
3. Release the mouse button. The view of the panel changes 

from table-like form to a tree-view: 



23 

 
Each node of the tree represents the records that have 
identical value in the grouping category (column). (Each 
value existing in the column is now represented by an 
individual node.) The nodes are sorted by those values in 
ascending order. You can reverse the sort order by clicking 
the grouping column header (now located in the blank 
area). 

4. To view the records grouped under a node, click the plus 
sign to the left of the node: 

 
This will expand the node and display its records in table-
like form (There will be a separate table for each node 
now):  

 
5. To restore the original table-like view of the panel, drag the 

header of the grouping column back to the header row. A 
successful drag is indicated by two red vertical arrows 
encompassing the header row: 
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Tip: 

You can group records by more than one column. To do this, just drag a 
second, third, etc. column header in the blank area. The order in which 
the grouping headers (the column headers in the blank area) are 
arranged determine the grouping order. (The records are grouped first by 
the content of the leftmost grouping header, then – by the one next to it to 
the right and so on.) You change the arrangement of the grouping 
headers by dragging them until you achieve the desired grouping order. 
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Part II   
Getting Up and Running 

In This Part: 
• Working with Contacts 
• Creating Assignments and using the Calendar 
• Adding Products and Services 
• Creating Offers for Clients 
• Issuing Invoices 

 

Working with Contacts 
Adding a New Contact  
1. Access the Account screen. To do this, either click the 

Active Contact button (see the tip in the Navigating Insider 
topic) or, in the Navigation Pane, click the Work panel 
header if closed and then the Contacts button: 

 
This will display the Account screen with the last opened 
profile automatically shown onscreen. Your Insider window 
should now look something like this: 
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2. Either press Ctrl + N or click the New button on the toolbar: 

 
This will get the Account screen cleared and the cursor 
blinking in the Name field indicating that Insider is ready for 
your input. 

3. In the Name field, type the name of the contact’s 
organization, e.g. if it is a company, type the company 
name. 

4. Press the Tab key to move to the next field. 
5. In the same way, fill in all fields of the Contact General tab 

for which the respective information is available. Use the 
Tab and the Shift + Tab keys to navigate forwards and 
backwards through the fields or simply click with the mouse 
on the desired field. 
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Note: 
1. The Contact Person field will appear disabled. This is because you 

cannot enter the contact person name from this tab. Don’t worry about 
it, you will enter the contact person a few steps later. 

2. Some of the fields have drop-down lists and the entries can be selected 
from there if available; if not, just type the appropriate entry into the 
field. In the latter case, upon storing the new data (most likely in step 
8), the program will ask you whether to add this new entry to the drop-
down list so it would be available for selection from this point on. 
Confirm if you want the entry to be added to the list. 

6. If the contact’s financial information is available, click the 
Contact Financial tab and enter the respective data there. 

7. Click the Contact Marketing and Contact Other tabs to 
see if the information to be stored there is available at the 
moment and if so, enter it, too. 

8. To add the contact person, in the middle panel of the 
screen, click the Persons tab: 

 
This will display the Persons tab in the upper panel of the 
screen. Your screen should now look like this: 
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9. From the drop-down list of the Title field, select the contact 

person’s title (Mr., Ms., etc.). 
10. Press the Tab key to move to the First Name field. 
11. In the First Name field, type the name of the contact 

person’s first name. 
12. In the same way, fill in all fields of the Contact General tab 

for which the information is available. 
13. When finished entering data for that contact, either press 

Ctrl + S or click the Save button on the toolbar. 
14. (Optional) To switch the upper panel back to the Contacts 

General tab, click the Contacts button on the toolbar: 

 
 

Finding Contacts 
In the Account screen (Navigation pane > Work panel > 
Contacts), you can perform searches to find a particular 
contact or a group of contacts that match your search criteria. 



29 

You first switch the screen to Search mode, then enter your 
search criteria and perform the search. The search results are 
listed in the bottom (Results) panel of the screen. Here is a 
step-by-step description of the procedure: 
1. In the Account screen, click the Search Mode button on 

the toolbar: 

 
This will switch the screen to Search mode. You can tell the 
screen is now in Search mode because the color of the top 
panel has changed from blue to red. The top panel now 
serves as a filter form in which you are going to enter your 
search criteria (keywords). 

2. Enter your search criteria in the fields (Type them in or 
select them from drop-down lists where drop-down lists are 
available.). You can fill in as many fields as relevant to your 
search (Switch the tabs if necessary to use the fields in the 
other tabs.). For example, if you want to find all your clients 
located in Canada, select Client from the Category drop-
down list and Canada from the Country drop-down list: 

 
3. Click the Find button on the toolbar: 

 
All matches found (your Canadian clients, in this example) 
will be listed in the results panel and their number indicated 
in the panel header: 
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Tip: 

If there are search criteria (keywords) you frequently use in certain fields, 
you can lock those fields so that they automatically display the criteria 
when you switch the screen to Search mode. To do this, when the 
particular keyword is displayed in the field (can be either typed in Search 
mode or just displayed in View mode, it doesn’t matter), click the field 
label (the name of the field located on its left). This will lock the content of 
the field as the default search keyword for this field which is indicated by 
changing the color of the label’s typeface to red. (If you want to unlock a 
locked field, click its label again.) 
This feature can come handy if you want to find contacts that are similar 
to the currently displayed one. Just lock the fields that should be 
displaying common content and perform your search. 

 

Adding a New Assignment 
Adding a New Assignment from the Activities Screen 
Assignments are “action items”: things of “to do” kind, that is – 
pieces of work that need to be undertaken, like meetings, 
phone calls, mailings, etc.. Assignments in Insider can have 
duration and deadlines and can be related to a particular 
campaign and/or client. Each assignment can have a person in 
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charge appointed to it and can be distributed via your Insider 
system to the colleagues/employees whom it may concern. 
(They will be able to see it in the Activities screen, as well as in 
the Calendar in most cases, when they log in to Insider with 
their user names and passwords.)  
1. Access the Activities screen. To do this, in the Navigation 

Pane, click the Work panel header if closed and then the 
Activities button: 

 
This will display the Activities screen with the existing 
activities listed in it. Your Insider window should now look 
something like this: 
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Note: 
Exactly which activities will be listed depends on the selected view 
filter. You can filter the tasks by user, e.g. to show either only your 
assignments (displaying the assignments either assigned to you or 
created by you) or the assignments of one or more users of your 
choice (can be all users, too). To filter the tasks by user, use the 
Users and My Activities buttons on the toolbar: 

 
You can also filter the assignments by status, meaning that you can 
choose to view either all assignments (both closed and open) or only 
the assignments that are open (still in progress) to date. To toggle 
assignments list open/all, select or de-select the Closed option in the 
View menu: 

 
When the Closed option is selected, the assignments with Closed 
status are visible and listed in red typeface in the assignments list.  

 
Tip: 

2. Either press Ctrl + N or click the New button on the toolbar. 

A new assignment remains bold until a user opens it. This way, when 
the screen is set to display the assignments of the other users, you 
are able to tell whether they have opened (and read) a particular 
assignment or not. 

This will bring on a form window with a form for creating a 
new assignment: 
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3. In the form, the Type field has a drop-down list with the 
available assignment types.  
Note: 

The assignment types are hard-coded in Insider and cannot be 
changed. Currently, Insider offers the following assignment types: 
Call, E-mail, Fax, Letter, Meeting, and Task. The Task type has sub-
types which are user-configurable. It is likely that the default task 
sub-types would be insufficient or wouldn’t serve you well in your 
actual business. You can change them and add new subtypes from 
Settings > System Data > System Data panel > Activity Subtypes 
option. 

For the purpose of this example, let’s stick to the default 
assignment type – Task. 

4. (Optional) If you don’t want this assignment to be shown in 
the Calendar, clear the Show in Calendar box. Otherwise, 
leave it checked (default). 

5. (Conditional – if Task type has been selected) From the 
Sub-Type drop-down list, select the desired sub-type of the 
task, e.g. Research Assignment. 

6. Press the Tab key to move to the next field. 
7. In the Subject field, type a memorable name for the 

assignment, like Researching the independent gym owners 
in the South-East region. 

8. The Contact drop-down list is designed to indicate the 
contact whom the assignment concerns, which, especially 
for sales and marketing jobs, is normally a client or a 
prospective client. In our case, the assignment is a 
research job that will be performed co-operatively with our 
firm’s marketing partner, so, from the drop-down list, select 
Direct Marketing Systems: 

 
9. The Person drop-down list now lists the contact person(s) 

for the selected contact (as available in the contact’s 
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profile). Click this drop-down list open and select the 
desired person: 

 
10. (Optional) If the assignment is related to a campaign, select 

it from the Campaign drop-down list: 

 
11. Assign the person(s) in charge for the assignment. To do 

so: 
a. Point and click the Responsible Persons button: 

 
This will display the Select Users pop-up window for 
selecting one or more persons that will be in charge 
for the assignment: 

 
b. Click the plus signs next to the users groups to open 

the desired group(s) and then check the appropriate 
person(s) in it. 

c. When finished selecting users, click the Save and 
Close button. 
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12. In the same manner, add the person(s) you want to receive 
a copy of the assignment (The assignment will be listed in 
their Activities screens when they log on to Insider.). (Use 
the Copy to… button just beneath the Responsible 
Persons button.) 

13. In the frame, select the appropriate start date and end date 
for the assignment, as well as the starting and ending 
times, if applicable. (Opening the Start Date and End Date 
drop-down lists opens a calendar; clicking on the time in the 
same field highlights the hours and, respectively, the 
minutes and enables you to type the desired value.) 

14. In the big text field, click and type a description of the 
assignment. For example: Estimating the potential of the 
independent gym owners in the North-East and the cost of 
the initial market penetration.  

15. (Optional) You can also attach to the assignment some 
documents that relate to it. Thus the users concerned will 
be able to access them without having to search for them 
on your firm’s document server or without the need to 
receive them by email. (To manage attachments, either use 
the Attachments menu or right-click on the attachments 
area at the bottom of the window.) 

16. When finished with creating the assignment, click the Save 
& Close button on the toolbar: 

 
This will close the window and list the assignment record in 
the Activities screen. In the same manner, the assignment 
is now available to all users that you have selected either 
as responsible for it (step 11) or as its recipients (step 12). 
The assignment will also be shown on the Calendar if the 
Show in Calendar box has been checked. If the 
assignment is related to a contact, the assignment will be 
listed in that contact’s profile (Account screen, middle 
panel, Activities tab). 
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Adding a New Assignment from the Calendar 
You can use the very same procedure as described above to 
add a new assignment from the Calendar screen. (Just press 
Ctrl + N or click the New button.) 
 

Adding an Assignment Related to the Current Contact 
You can add an assignment related to the currently displayed 
contact directly from the Account screen (i.e. without having to 
go to Activities). To do so: 
1. Make sure the desired contact is currently displayed in the 

Account screen and, in the middle panel, the Activities tab 
is selected. The existing assignments related to this 
contact, if any, should be listed there. 
Tip: 

2. Right click anywhere within the middle panel and, from the 
right-click menu, select New Activity: 

The closed assignments will appear crossed-out. 

 
This will bring on a window with a form for creating a new 
assignment; the contact’s name will be pre-selected in the 
Contact field. 

3. Proceed as described in “Adding a New Assignment from 
the Activities Screen”, step 3 and onwards. 
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Tip: 
If you are in the Account screen and you need to create an assignment 
unrelated to the current contact, you can still do so without leaving the 
Account screen: in step 2, right-click not in the middle panel, but in the 
bottom panel (the Results panel) and, from the right-click menu, select 
Generate Activities. 

 

Navigating the Calendar 
You can navigate your Insider Calendar in a few ways (To 
access the Calendar, in the Navigation pane, open the Work 
panel and then click the Calendar button): 

• Select the date you want to view by clicking it in the 
three-month calendar display panel in the upper-right of 
the screen: 

 
• Choose a view by clicking one of the buttons on the 

toolbar: Day, Work Week, Week, and Month:  

 
• Filter the displayed tasks by user using the Users and 

My Activities buttons on the toolbar. 

• Toggle the view to display either all assignments or 
open assignments only with the Closed button on the 
toolbar.  
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Adding a New Product or Service 
Adding a new product or service in Insider is a two-step 
process: you first add all the details about the product except for 
its price and save your record. After that, you add the one or 
more prices for the product/service (Insider allows for multiple 
prices per product/service) and save the record again. Here is 
the step-by-step description of the process: 
1. Access the Articles/Items Catalogue screen. To do this, in 

the Navigation Pane, click the Sales panel header if closed 
and then the Articles button: 

 
This will display the Articles/Items Catalogue screen. In 
this screen, the products and services that correspond to 
the currently selected node in the Articles/Items Groups 
panel tree shown in the Articles/Items List panel at the 
bottom of the screen. The highlighted product in the list has 
its details displayed in the Article/Item Data panel above 
the list. Your Insider window should now look something 
like this: 
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2. Make sure in the Articles/Items Groups panel the top 

node, Articles/Items List, is selected.  
Note: 

When the Articles/Items List node is selected, all products and 
services are listed in the Articles/Items List panel; when a sub-node 
of the Groups  node is selected, only the products/services that 
have been added to this node are shown in the Articles/Items List 
panel (The Groups node enables you to categorize and sub-
categorize your products and services into groups of your choice as 
shown with the sample data.). 

3. Either press Ctrl + N or click the New Item button on the 
toolbar. 
This will get the Article/Item Data panel cleared and the 
cursor blinking in the Code field indicating that Insider is 
ready for your input. 

4. In the Code field, type the code for your new product, e.g. 
PC-BN1. 
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Tip: 
Now a good time to develop a logical coding system for your 
products and services if you have no such system in place yet. A 
good coding system will make your product-related operations 
easier, especially if you have a lot of products. The sample 
database, for example, uses “P” to indicate a product, “S” – a 
service, “C” – for commercial equipment, and “H” – for home 
equipment, followed by hyphen and an acronym derived from the 
product/service name and a number to indicate the product version. 
The “PC-BN1” code used as an example in this step stands for 
“product which is a commercial piece of equipment and is named 
‘Behind the Neck’ and its product version is ‘1’.” 

5. Press the Tab key to move to the Name field. 
6. In the Name field, type in the product/service name, in our 

case, Behind the Neck. 
7. Press the Tab key to move to the %VAT field. 
8. (Conditional) If the default VAT value indicated in the %VAT 

field differs from the value you want to use, type the desired 
value in the field, e.g. 20%. 

9. Press the Tab key to move to the Measure field. 
10. From the drop-down list of the Measure field, select pcs 

(pieces). 
Tip: 

You can quickly move to the pcs value of the drop-down list by just 
typing p on your keyboard. 

11. Press the Tab key twice to skip the Inactive checkbox and 
move to the Description field. 

12. In the Description field, type a brief explanatory note about 
the product. In this example, as we are entering a piece of 
training equipment, the description could be something like 
this: StarFlex machine for exercising the latissimus dorsi 
muscle.  

13. (Optional) Press the Tab key to move to the Notes field and 
type in some additional information about the product there, 
for example: Provides complete exercise for the largest 
muscle of the body. The Article/Item Data panel should 
now look exactly like this: 
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14. Press Ctrl + S or click the Save Item button on the toolbar. 

Your new product/service record is now saved in the Insider 
database, but you also need to add its price(s). 

15. On the toolbar, click the New Price button: 

 
A row for the new price record appears in the lower, Prices 
frame of the Article/Item Data panel: 

 
16. (Conditional) If you need to change the currency, do it from 

the drop-down list of the Currency cell of the row (the cell 
under the Currency header): 

 
17. In the new row, click the Price cell: 

 



42 

18. In the Price cell, type the desired value for the price, for 
example, 1750. 

19. (Optional) If you want to add some explanatory text about 
this price, press the tab key to move to the Note cell and 
type the text in it. 

20. Press Ctrl + S or click the Save Item button on the toolbar. 
The price is now added to the product/service record. If you 
wish to add more prices for the product/service, simply 
repeat steps 15÷20. 

Note: 
If you have entered more than one prices for a product/service, make sure 
to indicate which one is the main price by checking the Base Price box for 
the respective price record. 

 
Tip: 

You can add additional prices at any time by clicking the New Price 
button. 

 

Creating an Offer for a Client 
1. Access the Offers screen. To do this, in the Navigation 

Pane, click the Sales panel header if closed and then the 
Offers button: 

 
This will display the Offers screen and list your existing 
offers. Your Insider window should now look something like 
this: 
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2. Either press Ctrl + N or click the New button on the toolbar. 

This will display the New Offer form window ready for your 
input: 

 
3. From the Account drop-down list, select the client you are 

creating the offer for (The Account drop-down list displays 
the names of your contacts.): 
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4. In the Valid till field just beneath the Account field, enter 

the deadline for the offer. The most handy way to do this is 
to use the field’s drop-down calendar: 

 
5. In the middle portion of the Data tab, in the right-hand side 

table, open the drop-down list of the Article Code cell (the 
cell under the Article Code header) and select the desired 
product/service: 

 
Selecting an item from the drop-down list will cause the 
item’s name, description and unit of measure to appear 
automatically in their respective cells in the row. The table 
with the row filled should now look like this: 
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6. (Optional) The default quantity for the added 

product/service is 1. If you want to change it, click in the 
Quantity cell and enter the desired value: 

 
7. Click in the next (blank) row to commit the entered data. 
8. If you want to add another product/service, repeat steps 

5÷7 in the new blank row in the table. You can add as many 
products as you want.  

9. Click the Texts tab to choose the text of the offer: 

 
10. From the Introduction drop-down list, select the 

introductory text: 

 
The selected text appears in the large text area beneath the 
Introduction field. 

11. (Optional) In the text area, edit and modify the text as 
needed. 

12. From the Conclusion drop-down list, select the closing text 
for the offer: 
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The selected text appears in the large text area beneath the 
Conclusion field. 

13. (Optional) In the text area, edit and modify the text as 
needed. 

14. When finished making entries for the offer, either press Ctrl 
+ S or click the Save button on the toolbar. 

15. (Optional) To see how the offer will look in print, click the 
Print Preview button on the toolbar: 

 
This will display the print preview in a pop-up window. From 
here, proceed with either printing the offer or closing the 
window. 

16. To print out the offer, click the Print button on the toolbar: 

 
17. When finished working with the offer, close its window. This 

will take you back to the calling screen. 
Note: 

There is more to creating an offer than described here, like creating an 
offer with multiple options, assigning a different person in charge (by 
default it is the user who created the offer), recording the outcome after 
the offer has been made to the client and others, but explaining all options 
goes beyond the scope of this quick start guide. Please consult Insider 
online help if in need for further details. 
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Tip: 
You can also add an offer for the current contact from the Account 
screen: in the Account screen, select the Offers tab and then right-click 
anywhere in the tab beneath the column headers; after that, from the 
right-click menu, select New Offer: 

 
This will open the new offer form window with the current contact pre-
selected in the Account field. 

 

Creating an Invoice from an Offer 
To create an invoice from a particular offer: 
1. In the Offers screen, locate the record for the offer from 

which you want to create an invoice. 
Tip: 

2. Double click the offer record. This will open the offer in 
detailed view in a form window: 

You can also locate the offer by client in the Account screen, Offers 
tab. The procedure will work the same from there. 
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will be listed (Refer to “Creating the Main Document 
Template” on page 64 if you need more information about 
that template.): 

 
6. Navigate through your folders and find and select your main 

document template and then click Open. MS Word creates 
3 new documents:  

• A document which is the same as your mail-
merge template (with the same name, just the file 
name extension is changed to .doc). 

• A mail merge main document named 
“Document2.doc.” You use this document if you 
want to merge your letters to email instead of 
printing them. (For details, refer to MS Word online 
help.) 

• The merged output document named “Form 
Letters1.doc.” This document contains your 
customized letters and is ready to print out. 

 
Performing Mail Merge from the Account screen 
1. Access the Account screen. (Navigation Pane > Work > 

Contacts) 
2. In the Contact General tab, perform a search to find the 

contacts you want to send letters to. Make sure your search 
criteria define the desired recipients as closely as possible. 
(For details on how to perform the search, refer to “Finding 
Contacts” on page 28.) The found matches will be 
displayed in the Results Panel in bottom area of the screen: 
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3. (Optional) Sort or group the records as necessary. (For 

details, refer to “Sorting and Grouping Records” on page 
21.) 

4. Further, the procedure is the same as described in the 
previous topic, “Performing Mail Merge from the Contact 
Groups Screen”, steps 4÷6. 

 

Unlocking the Full Version 
To switch from the time-limited demo version of Insider to the 
full unrestricted version of the program you need first to 
purchase Insider and obtain a license file from either your 
Insider dealer/consultant or directly from IRM Ltd. 
(www.insider.bg). Once you have the license file, do the 
following to unlock your Insider installation: 
1. From the Help menu, select License…: 
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This will display the License pop-up window for entering 
the license file into the program: 

 
2. In the field, enter the full path and filename of the license 

file. (Use the Browse button to navigate to the file location 
and to select the file.) 

3. Once the path and name of the license file are properly 
entered into the field, click OK. Your Insider should be now 
properly licensed and unlocked. 

 

Deleting the Sample Data 
Once you are about begin your real use of Insider, you will need 
to delete the sample data with which the Insider demo comes 
and any test data you might have entered while initially trying 
the program. To do so, in any screen, click and select the 
record you want to delete (or multiple records, for that matter) 
and after that, right-click on it and, from the right-click menu, 
select Delete or Delete Selected depending on which option is 
available in the current context. 
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