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How to Create Accounts and Contacts 

Description 
Use this function to enter and maintain Accounts and Contacts with whom you may work. An Account is 

the organization to which your contacts belong. You will need to create an Account before you can begin 

to enter Contacts related to the Account. 

Step by Step  

Create the Account 

1 Navigate to the Accounts tab  

2 Click New  

3 Enter the Account Name 

4 Select the Type of Account 

5 Enter an optional Description 

6 Enter a Phone number 

7 Enter a Fax number 

8 Enter a Website address 

9 Select Yes or No to indicate whether the Account is Active 

10 Specify Community 

11 Enter an Address 

12 Click Save 
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Create the Contact 

1 Navigate to the Contacts tab  

2 Click New  

3 Enter a First Name 

4 Enter a Last Name 

5 Enter a Title 

6 Specify an Account 

7 Select a Type 

8 Specify Community 

9 Select an Analysis Category 

10 Enter a Phone number 

11 Enter a Mobile number 

12 Enter an Email address 

13 Click Save 
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