
Adding a Contact to an Existing Record 
 

1. Open the record that the contact needs to be added to 

2. Click on “Contacts” and then “Add Contact” 

 

 

  



3. Specify the contact’s role 

 

 

  



4. Enter the contact’s name and click the search button 
***Note: Check for different types of spelling, or with a partial entry if you believe a contact 
should be listed but is not found 

 

 

5. Locate the desired contact and click “Add” 

 

 



 

 

 

  



6. If a contact does not appear in the search results, proceed with entering in their information 
manually.  They will not have access to the record until they register an account with the email 
address provided in the contact information. 

 


