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View and add contacts linked to this site.

Adding a New Contact

Notes Systems RMR Work Orders Site Parts Contacts Zones Authorities Docs !

Contacts 1 © Add New Contact ) @ Add Existing Contacts
Sort v Name ™ v Phone v Cell v Pass Code v Relationship
0 Westfield, Jake (555) 5bh-5555 Manager s x
0 Smith, Andrew (555) 5bh-Hhh5 Asst. Mgr s x
First Name Relationship:
MI Phone: ext.
Last Name Cell Phone:
Address 1 Email:
Address 2 Password:
City Please Select: « | Zip - | Plus 4 Sort Order: 0 -
CC Invoice Emails
Manual: - RMR: . Work Order: [
Note:
4
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1. Add New Contact

To add a new contact for this site, click "Add New Contact" on the right side of the page.

2. Edit



Flll out the fields in the "Edit" box that appears.

CC Invoice Emails

If your customer would like to send emailed copies of Manual, RMR or Work Order invoices to this contact check the
corresponding boxes.

3. Update

Click "Update" in the bottom left corner to save.

Add Existing Contacts To Site

The existing contact list is created on the "Customer Manager Page" (hyperlink)

Notes Systems RMR Work Orders Site Parts Contacts Zones Authorities Ducs]

A
Contacts © Add New Contact -
Sort v Name™ v Phone v  Cell v | Pass Code v Relationship ¥y
0 Westfield, Jake (555) h55-5555 Manager £ x
0 Smith, Andrew (h5bb) bhb-bhhh Asst. Mar ra x
Add Existing Contact to Site x
Search Contacts Q
Select  MName v | Phone v | Cell v | Email v | City v State y
= Smith, John Arlington OH
Shore, Peter (555) 555-hHhh5 Beachfront CA
Smith, Olivia (555) 555-5555 Miami FL
Brown, Eric (555) 555-h555 New York NY
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1. Add Existing Contacts

click "Add Existing Contacts" on the right side of the page.

2. Select



Check the box(es) to the left of the customer(s) you wish to add.

3. Add to Site

Click "Add to Site" in the bottom right corner to update.



