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HOW TO ADD A CONTACT

This guide will show you how to add a new contact to a Prospect or Customer Record Card allowing you to
track your conversations with multiple contacts at any one company. You can also use the ‘email contact’
functionality in sales-i to save you valuable time.
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O Use the Quick Search to find the
account you wish to add a contact to.
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02 Select the correct customer/prospect
from the results list and click CRM to
open their record card.
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CUSTOMER DETAILS

| Customer Detalls

03 Click Contacts from the menu at the
left of the screen

Wilson & Pain Tags:
Account Number: C00173

Address: LLWYDIARTHESGOB Branch:
LLANERCHYMEDD London
YNYSMON
Customer Potential L718AD Buying Group:
Opportuntties Telephone number: 01248470145 NoBuying Group
Sales Rep:
Customer Credit Telephone number Michael Kennedy

Information altemate):
SalesTerritory:
ETRES Faxnumber: North
Projects

Company email:

HDP
Company web address:

checkpoint keypoints.

ryedale
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CONTACTS (6) Sortorder Name PYTT—
Customer Details

O This will show any existing contacts for this [ Ms Sheila Lang piee

C UStomeI’ Call History Notes Tags:

Documents

Betsy Meany o - |

Emall: bmeany@wisonpaing.

Click the green Add New Contact button S
to add a new contact to this list. Srerentis

Customer Credit Cris Houlihan
Information ve
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Key Facts

oo Ethan Thompson — | Mo dtaitanact |
View Make default contact
Vice President al | oo |

HDP
checkpoint keypoints
Phil Musson Phone:
Ollie e TN
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Customer Details

05 Fill in the required information.
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rtrs Please note: You will need to add an

s - email address if you want to use the

Call History Notes

Documents

Customer Potential

omornts email contact' functionality.

Full Name: Address 4:
Customer Credit Position: City/Town:
Information
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Key Facts
Projects
HDP
checkpoint keypoints Mobile:
ryedale

Emall: training@sales-i com

ollie

Wilson & Pain
(C00173)

O Click the green Update button in the ADo NEw conTact ..,

top right. P
| Contacts

Call History Notes . 8

Please note: Your Power User may

have set some fields as mandatory Cosoner Pt oo
(e.g. first name, surname, email i e

address, etc...) - these will be indicated Cstomer et i P

Information

in red at the top of the screen should s i s
you miss any required fields. P - —
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checkpoint keypoints Mobile:
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Tags: [T
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Call History Notes

Ethan Thompson g - You can make this contact the
- Default contact by clicking the green

Phil Musson - - =3 Default contact button next to their
contact details.

Customer Credit Tags:
Information

Key Facts Samantha Kueny Phone: View m | Make defauttcontact. | q . .
_ Doing this means the contact will

or be auto-selected when adding call

cesgsntiopons Training Contact - v notes to sales-i in the future.
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