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How to add a contact using the Phone Log window

Procedure

1. On the Phone Log window after you have typed the company name, if the
contact is not shown in the list below then you will have to add a new contact.

2. Right click on the contacts list and select “New Contact” to open up the
“Contacts” box.
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3. Fillin all the information that you have about that particular person
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Title First Name

SQLWorks 2012 - Contacts

) Cancel

Initial  Last Name Suffix

Work Contact Detasls:

Contact Code

DOI Tel No.
Extension No.
DOI Fax No.

Work Mobile No.

Work E-Mall

Join Date

Leaving Date

Industry Type

Job Title

Depaniment

Function
Company Details
Company Name
Company Tel No.

Company Fax No.

V Active " Mailing List Opt Out
100605

31)ul 2015

Clague
01227 762060

Chent Types:

Postcode

Personal Contact Details
Salutation

Home Tel No.

Home Fax No.

Personal Mobile No.
Personal E-Mail
Qualification

Personal Address
Address 1 v
Agdress 2

Address 3

Town

County

4. Click “Save & Close” to save the contact.



