Creating Contacts 101

1. From the home page go into contacts.  Use Filters to your advantage.  You can filter to customers, vendors, contact etc.  In this example I filtered to customers and the city of Grande Prairie.
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2. Select the appropriate customer and select edit.
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3. Scroll to the contacts and select add.
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4. Then select the correct contact that you would like to add.  If you are adding a bill to or ship to please indicate that in the contact name.
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Grande Prairie Chrysler
Grande Prairie , Canada
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Grande Prairie Hyundai

Company Address 11418 Westgate Drive Open Date 06/02/2005
Grande Prairie Alberta (CA) T8V 8L2 Phone 780 532-5233 QOsms
Canada Mobile
Tax ID Email ap@gphyundai.com
PST Website Link https://www.gphyundai.com/
Fax 780 538-3662
Language English (US)
Tags
Shareholder Auto Canada Inc.
Affiliate Start Date 01/01/2015

Affiliate End Date

Customer Type Affiliate
Parent Account

Manufacturer Hyundai

Territory Northern AB and NE BC

Contacts & Addresses Sales & Purchase Internal Notes Partner Assignment
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Parent Account
Manufacturer Hyundai
Territory Northern AB and NE BC

Contacts & Addresses Sales & Purchase Internal Notes

Dean Smith
dsmith@gphyundai.com
Phone: +1 780-532-5233

Will Mears
wmears@gphyundai.com
Phone: 780-532-5233

Partner Assignment

John Johnson
jjohnson@gphyundai.com
Phone: 1-780-532-5233

Lee Hellett
Ihellett@gphyundai.com
Phone: 780-532-5233
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