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Working with Contacts

Selecting a Contact

To select a contact to work with, click on their name in the treeview on the left or double
click on their name in the contact grid. When a contact is selected various tabs,
containing information about the contact, are available. More tabs may be available
depending on which modules have been loaded.

Details Contact information such as name, address, status etc.

Activity This shows all appointments, tasks, notes, documents and events
filed against the contact.

General Notes A plain text field to record any other information about the contact.

Accounts This shows all accounts related to this contact and their role within
each account. 

Editing a Contact

 On the Details tab for the contact, position the cursor over the description of the field
to be changed. This will highlight and underline the selected field.
 Click on the highlighted item to edit the corresponding details for this contact.
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 Enter the new details and click Ok to effect the change.  

Alternatively, contact details can be edited by clicking the Edit button and selecting the
item to be changed from the drop down list. Note To minimise screen clutter, contact
detail fields are not shown if they do not contain any information. These fields can be
accessed by clicking the Edit button. 

Deleting a Contact

Subject to permissions, a Contact can be deleted by clicking the 'Delete' button.

Activity List 

The activity list is a history of all interaction with the contact. It shows the date, activity
type (note, document, email, appointment, etc.) and who in your organisation entered
the details of the item. Double click on an item in the activity list to view or edit it
(subject to permissions). See Activity Lists for more details. 
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