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1. It is easiest to begin from the Company record. Search for the Company you want to add 
your Contact to. 

 

2. Click to open the Company 

 
3. Click the options icon in the Contact window 
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4. Click New to add a New one (or Link to search for an existing Contact). 

 

5. Complete the Contact information. 

 
6. Enter the email address 
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7. Click to Save your changes 

 
8. Your new Contact is added to the Company 

  


