How To Add A Client to Your Database

1. Login to your Admin > Select Contacts > either upload a list of clients or add one at a time by clicking

on the + New red button.
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NAME 73 CONTACT 5 TAGS BELONGS TO 7+ e
CHARLES MOORE charles.m@allworldtravel.com
Created 1 month ago 903-885-0896
Loan-Anh Truong loan-anhtruong@amawaterways.com amawaterways

Created 2 months ago
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Created 4 months ago

2. + New button: fill in full name, email (required). All other fields are optional.

Create New Contact ©

Name
Email
Phone

Profile photo (optional)

Click to upload, or drag and drop
PNG, JPG, GIF up to 8MBE



3. You can attach an agent to the client if this client belongs to an IC etc. Don’t forget to Save your work.

Information - Fa

Full name Email address *

Brad brad@gmail.com
Gender Telephone Mobile phone number

Last Engagements al

| Belongs to Employee | Organization e
z

Do not assign an agent v Read email

-
Bill Smith Sl
Brandon Gleason
Erin Joyce
Jane Smiths Contact ID
Jill Smmith 1848918
John Smith Created
NEST Ballot Mar 13, 2024, 5:23 PM
TSCA Ballot
TSUS Ballot

About

Last updated
Mar 13, 2024, 5:23 PM
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