Add a Contact to Matrix

[CIRealist Tax

e Select “Contacts’
e C(Click “Add”

e Hover over “My Matrix” E) @ My Matrix 6 & Add '
Q Summary :

£ Contacts

@ My Listings

e Complete the “Personal Information”

& Personal Information a

form -
Title: Category:
First Name: Albert Last Name: Einstein
H “* ”
L4 CIICk Save a Email Address: E=MC2@Wehoo.com) x
Phone: Cell:

4k Show All Fields €3 Cancel =50

Note: Required fields are yellow
Note: Consider placing 2 names in the “First Name” field (Albert and Elsa)

Note: Enter up to 5 email addresses. Separate addresses with a comma and a space
i.e. (Albert@Wehoo.com, Elsa@Wehoo.com)

Option II

A new contact can be added to Matrix when Saving a Search, Creating a CMA, or
Saving an Auto Email

e Click “Create New Contact” E)

o Save a New Saved Search EDD o svec cowr Compurabies  bap  adustments P, | =Y * Save a New Auto Emall
& Recipients
Search Name: & Select CMA Contact Contact: [W] Create a New Contact
Contact: El Create a New Contact Welcome to the CMA Wizard. Use this Start page to selact your Contact. Use the above Navigation Bar to To:
navigate through the steps. o
[Jenable as Favorite Search on Home tab ( Select Contact Name: [™] Create a Hew Contact )
[JBCC me a copy of all emails.

e The “Personal Information” form will present (begin Step 4) a



