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Reverse Searching for a Contact Using a Person 
ENTERING CONTACTS VIA PEOPLE 

Follow these steps to enter a Contact by searching for the Person first. 
 

1. From the Contact Grid, 
double-click the 
appropriate Contact 
placeholder (or click the 
Add Contact  icon to 
select the appropriate 
Contact type) 
 

 
2. From the Contacts screen, in the 

Lookup code field, enter the 
word search 

3. Press the Tab key 
 
 

You are reminded to click the Add Person  icon to search. 
 

 
 
 
 
 
 
 

4. Click the Add Person  
icon 

5. In the Add Person 
window, click the Lookup 
code link 

 
 
 

NOTE: If you attempt to click the Add Person  icon without first 
entering the word search, a message appears reminding you to 
add a Contact before adding a Person. 
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Reverse Searching for a Contact Using a Person 
ENTERING CONTACTS VIA PEOPLE 

6. Clear the default People filter 

a) Click the Filter  icon 
b) Click the Remove button 

 
 
You are now looking at all People, regardless of Contact Type. 

7. In the Search field, enter 
the first few characters of 
the Person’s name 

8. Press the Enter key 
9. Double-click the 

appropriate person, click 
the OK button 

 
 
 
 
 
Both the Person and his/her associated 
Company are added to the order. 
 

10. Press the Esc key 
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Reverse Searching for a Contact Using a Person 
ENTERING CONTACTS VIA PEOPLE 

Be careful if you enter the Company first! 
In the case where you enter a Company before you clear the Person filters, if you select a Person associated with a 
different Company, the new Company overwrites the old one. 

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

Company 
entered before 
Person search 

Entering a Person 
associated with a 
different Company 
overwrites the 
previously entered 
Company 


