How to: Assign or Remove
Contacts/Agent to Contact
Group(s

1. Find the Contact you wish to allocate to a Contact group

2. Select the icon
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Contacl Add selected Contacts to Contact Group 4stralia and New Zealand Tour Specialists

Agents j

UnR  Contact Name

Au.r;tralla and New Zealand Tour Specialists|Invoice I Contact 1d 3000113

- |Last Modified 05/09/2014 16:49
- |(Contact Types Agent
. |Location United Kingdem
. /Agent Type Invoice
. Source of Business Inbound Tour Operator
Activity Status Active
1 - |Currency Australian Dollar
1 | Base Commission
J |SP knows Agent as ANZTS
14 1 ] +
Filter |Unresolved Items v
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e This will pop up the list of Contact Groups that can be allocated, double click on the
one you wish to add
e Repeat until you have added all the Contact Groups you wish to.

You can add multiple Contacts (agents) to a Contact Group at the same time. However, you
cannot add multiple Groups to a Contact, this has to be done one at a time.

To remove a contact group from a contact

e Right click on the Contact Group you wish to remove
e Select Delete
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