
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. 

 

 

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

 

 

  



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

 

 


