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Linking Contacts to Accounts

A contact is often associated with an account. An account is a client, portfolio, business,
department, or other organisational structure, that provides a logical grouping of
contacts. 

A contact may be linked to more than one account. There is no limit to the number of
accounts that a contact can be linked to, and there is no limit to the number of contacts
that can be linked to a single account.

Each link from a contact to an account is qualified by a role. A role refers to the function,
from your perspective,  that the contact has within the account. For example, Gina
Gogetter (a Contact) may be the IT Manager (a role) for Meganational Corporation (an
Account), but she may also be the owner (another role) for Gogetter Flowers (another
Account). Common roles are Manager, Personal Assistant, Invoicing Contact, Solicitor,
etc. Forté CRM comes with common roles already set up but other roles can be added
using the Administration function. 

Creating a link between a contact and an account

The usual process for adding a client to the Forté CRM database is to create the new
account first, and then create each of the contacts associated with the account. Each
contact will then be linked to the account when they are created. This enables the
address and other account details to be copied from the account for each contact (as
required) without having to re-enter them each time.

A new contact can be linked to an existing account when the contact is created. (see
Create a Contact).
An existing contact can be linked to a new account when the account is created (see
Create an Account).
Existing contacts and accounts can be linked at any time. An additional link, qualified by
a new role, can be added for a contact already associated with an account.

A link between a contact an account can be set up by selecting either the contact or the
account to be linked. Whichever direction the link is set up from, the end result is the
same. The linked account will be shown on the Accounts tab for the contact, and the
contact will be shown on the Contacts tab for the account. 

To link from a Contact to an Account:

Select the contact, either in the treeview or from the contacts grid. Click on the Accounts
tab for the contact to view the list of accounts that the contact is linked to. The details of
any account can be displayed by double clicking on the selected account.
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To link this contact to an account, or to add another role within an existing account, click
on the 'Add' button. The following screen is displayed:

 Select <Search> from the Account drop down box. The 'Find Account' screen is
displayed.

 If the Account belongs to another account manager, uncheck 'My Accounts Only'.

 Enter part of either the account name or the account code in the appropriate box, and
click the 'Search' button. A list of Accounts matching the search criteria will be
displayed.

 Double click on the appropriate account to select it, or alternatively click on an account
and then click Ok. 

 Click on the drop down box under the Role heading and select the role of this contact
from the listed options. 

 Click Ok to link the contact to the account.

 Click the 'Add' button again to link further accounts to this contact.

To link from an Account to a Contact:

Select the account, either in the treeview or from the accounts grid. Click on the Contacts
tab for the account to view the list of contacts linked to this account. The details of any
contact can be displayed by double clicking on the selected contact.
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To link this contact to an account, or to add a new role within this account for the
contact, click on the 'Add' button. The following screen is displayed:

 Select <Search> from the Contact drop down box. The 'Find Contact' screen is
displayed.

 If the Contact belongs to another Account Manager, uncheck 'My Contacts Only'.

 Enter part or all of the contact's first name and click the 'Search' button. A list of
contacts matching the search criteria will be displayed.

 Double click on the appropriate contact to select them, or alternatively click on a
contact and then click Ok. 

 Click on the drop down box under the Role heading and select the role of this contact
from the listed options. 

 Click Ok to link the contact to the account.

 Click the 'Add' button again to link further contacts to this account. 

To change the role of a Contact within an Account:

 Select the contact, either in the treeview or from the contacts grid.

  Click on the Accounts tab for the contact to view the list of accounts that the contact is
linked to.
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 Click on the required account to select it. The selected account will be highlighted. 

 Click the 'Edit Role' button.

 Select the new role from the drop down box.

 Click Ok to update the link. 

To remove a link between a Contact and an Account:

 Select the contact, either in the treeview or from the contacts grid.

  Click on the Accounts tab for the contact to view the list of accounts that the contact is
linked to.

 Select the account to be deleted by clicking on it. The selected account will be
highlighted. 

 Click the 'Remove' button.

 Click Yes to confirm that the account link is to be removed from this contact. Note The
account itself is not deleted. Deleting a link removes only the link between the contact
and the account. 
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