
  STORED CLIENTS AND CONTACTS LIST 
  AVOIDING DUPLICATE CONTACTS 
 

To avoid duplicate clients or 
contacts in the Stored Client 
and Contact List, check to see if 
the Client or Contact already 
exists in the List.  Begin by 
typing the party name in the 
Search for: field.   

 

 

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. 

 

 

If the party does not appear in the List, select the 
Add Client or Contact icon. 

 

 
 

Clients can also be added by selecting the 
Import From Outlook icon. 
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Complete the party information dialog. 

 

 

 Party Role 

 Party Type 

 Organization Name 

 Additional Information 

 Contact Details 

 File Notes 

 

 

 

 

 

 

 

 

 

 


