AUTOMATED

STORED CLIENTS AND CONTACTS LIST

AVOIDING DUPLICATE CONTACTS

To avoid duplicate clients or [addsiers Clentor Contoct -
contacts in the Stored Client | ...:. D
and Contact List, check to see if :
. Party Name | City = ABC Company
the Client or Contact already ||.sssonmore Oskole Address: 3300 Yonge Street
exists in the List. Begin by | |zessontene 3 vacas
- . 12345 Ontario Inc. Taronto
typing the party name In the 599868 Canada Ltd, Montréal il
Search for: field. ABC Company [roronts | Phone:  837-377-7727
ARGl rence Fax: 737-483-6295
Acme Inc. Calgary .
ADR Chambers Toronto
Ashton Young Toronto N
Bank of Somewhere Toronto Eol:Smin
Blair Warner Toronto E:I}‘;Ed.‘minas
—
-

—
+ Rl deldof=lii>! S

Search for:  abcinsurance

Party Name City ABC Insurance

E-Mail:

Representatives:

Bob Smith

Fredrick Washington
John Travolta
Vincent Barbarino

| OK Cancel

If the party does not appear in the List, select the

Add Client or Contact icon.

T— T

Add Stored Client or Contact e

Search for:  johnson E - |
Party Mame City

K]

If the client or contact has been
previously stored, the name will
appear in the list. Highlight the
name and press OK.

A new Add Client or Contact
dialog will open where the Party
Role can be completed and the
information verified.

Add Stored Client or Contact

8

Search for:  johnson

Party Name City

Clients can also be added by selecting the
Import From Outlook icon.
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aRUTQMATED STORED CLIENTS AND CONTACTS LIST

AVOIDING DUPLICATE CONTACTS

Complete the party information dialog.

K

KORBITEC

lnc.

—
Add Client or Contact |r=nEcw 5|
Party Information
File Reference:
Party Role: @ {Cnnta;t v| Contact Tile:  Insurance Company - A P R I
party Toes () [Gpmatmn 7 S arty Role
Organization and Representatives
Organization Name: @ ABC Insurance Company @ * h
O Party Type
&8 Add Representative /0 Ecie 15
Honorific Name Job Tide TelNo. Fax No. E-Mai
' . .
O Organization Name
Additional Information @
Additional Party Information: - dd' H I f H
e Additional Information
Name for Title of Proceedings: ABC INSURANCE COMPANY
Name elsewhere on Court Documents:  ABC Insurance Company
Name for Copy Ta (etters): ABC Insurance Company s C . I
et ©, ontact Details
Street Address: 101010 Main Street 7
Y O File Notes
Province: Ontario v Postal Code: L254T4
Region: Regional Municipality of Peel
Countrys Canada i
Municipality: city -
Main Switchboard Number: [ (905) 555-2222 -
Telephone (Other): S ~| Description:
Main Fax Number: (905) 555-3333 | FaxReminder: A
E-mail:
Notes
File Notes: @
[/ Include in Stored Clients and Contacts List addanotner | [ ok ][ cancel
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