SOFTPRO ENTERING CONTACTS VIA PEOPLE

SELECT Reverse Searching for a Contact Using a Person

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

1. From the Contact Grid, P .
double-click the 2 A
ou ) Type | Name | Code | Phone | Fax
approp”ate Contact Buyer/Bomower Beverty Buyer and Danigl Buyer B
p|aceho|der (or click the Govemmert Sarta Clara Courty Tax Collector G {408)808-7300 (408)289-3629
) Hazard Insurance Agent AMICA Insurance HZ (B00)242-6422 (BE6)E38-9601
Add Contact "= icon to HOA HOA
select the appropriate HOA Management Compary HMC
| cmde LT/ PR o - 0 PR VY I
Contact type) Listing Agent/Broker
T a0e OO T ot

2. From the Contacts screen, in the

Lookup code field, enter the Listing Agent/Broker
word search Qu:u:ukug code: search E
3. Press the Tab key MName: |C|i|:k + in people grid to search for contact first |

Fayee name:/ Click + in people grid to search for contact first |

~

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

NOTE: If you attempt to click the Add Person "= icon without first ke

entering the word Search, a message appears reminding you to ,’8‘1 Before contact people can be added a name is required
5 M for the ListingAgentBroker above.
add a Contact before adding a Person. 9

Pleaze fill in the name field above

4. Click the Add Person Represents: Add Person to Click + in people grid to search for contact first
Icon People (Lookug coda |
5. In the Add Person t e P Courtesy title: [¥ Main contact
window, click the Lookup Name First: | | Midde: | |
; Em
code link & Emety) Laa: | | s | |
Title: | |
.
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SOFTPRO ENTERING CONTACTS VIA PEOPLE

SELECT Reverse Searching for a Contact Using a Person
6. Clear the default PeOp|e filter Lookup Table - C - Order Contact - Person - CA.LA.CT
a) Clle the Fllter iCOﬂ EF‘.eh'ieve Eniry..~ Insert Entry | iz !El'd"I: | i
J Filter: IFiIter: LockupCode ;I IEquaIs ;I ISEEFCh
b) C“Ck the Remove bUtton LookupCode | CourtesyTitle | FirstName | MiddleMame Lasthame | Suffix |T|tie | Addres
* Click. here ko enber a new row,

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

7. |n the SeaI’Ch f|e|d, enter Ln:u:ukup Table - C - Order Contact - Person -

the first few characters of | & Retieve Entry = | %1 Insedt Bty | ] o= e =
the Person’s name i) Found 21 matches. ""1_"" -
8. Press the Enter key __| Fiter: [Fter LookupCode =] [Equals ] fpearch | ooy | Fenoe |
9. Double-click the LookupCode ¢ | CourtesyTitle Hrsty&'le MiddleName LastName Surffie Title Ema;
appropriate person, click CLEANNDI Al Clemons ann.
the OK button CLEANNDOZ ﬁn Clemans anni
CLEBETOD1 .I"Beth Clemert beth
CLEBRIDOT " Biita Clemens brite
CLEELI001 Flizgheth Clement beth
1 T T T T = assis=— |

O . Listing Agent/Broker
Both the Person and his/her associated &
Company are added to the order.

Listing Agent/Broker
Lookup code: ALHB930
o .. "
10. Press the Esc key Name: |Berkshire Hathaway Home Services N.W. Real Estate 3 |
Payee name: |Berk5hire Hathaway Home Services MN.\W, Real Estate |
Address: [9erSwtS o g —r |

City/State Fip: Alhambra CA v| 91801~ [ Foreign
Phone: (21392446400 | Fax: [(213)2447593 | Home: [ ]

Email address: | |

Fee transfer ledger: | J

Represents: Ij

People

=
L

AT DR 1 1 S— | Emi

Gayle Clemens > gayleclemens @BHHSNWn

{
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SOFTPRO ENTERING CONTACTS VIA PEOPLE

SELECT Reverse Searching for a Contact Using a Person

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.

Lender
Company Lookup code: [BanBssSS
entered before :
Mame: |Bank of America
Person search
Payee name: |Bank of America
Address: |9595 Wilshire Blvd. #5800
City/State/Zip: Beverly Hills | |ca [7] [s0212 | [ Foreign
Phaone:
Lender
Lookup code: [BanP235 |
Mame: |Bank of America
) Payee name: |Bank of America ‘ Marketing rep.
Enterl.ng a Pgrson Address: |235 5. Lake Avenue Marketing rep.
associated with a
. | | Marketing rep.
different Company it o T | = .
- City/State /Zip: Pasadena CA |~ 91101 Foreign  Reference #:
overwrites the
. Phone: Fax: Tax ID/S5M:
previously entered
Email address: | |
Company \
People
‘i.
| .
= = 3 \\
Fho
Q2 Amy Adams (428
.
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