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Dealing with Contacts

1 Adding and changing contact details

Click the Man icon to access the “New Individual” panel

(= http:fhwww.axIrBdemo.co. ukZcommand=-newContact - New Individual - Windows Inte

gham.gou.uk

Salutation: Zl Initials: ’H—| Building: |Oakdale
First Name: [Helen
Last Name: |Taylor Street: |Lawer Wokingham Road
Job Title:
Employer: Location: |Crowthorne
Work Number: ‘ | County: |Berkshire
Facsimile: Country:
E-Mail: Post Code: |[RG45 6BX
Mobhile: Phone Mumber: [01344 776500
cNEW Facsimile:
Web Address:

s:NEW
Source: | ‘

Client Manager: ~
Save New Individual o:NEW
Close
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2 Searching for Contacts who have made
information requests in the past.

Enter the first few characters of the contact’s surname and click Search.
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Admin | Actions | Add | Search | Details | Logout

Search
Organisation | Name

Logged in as Administrator
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