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Attaching a Contact to an Event

Market: House, Senate
Description: These instructions teach users how to attach a new or existing contact to an event.

Click on the following link to be brought straight to the topic:
Attach a New/Existing Contact

1. Navigate to Events = All Events
2. Select appropriate event.
3. From the In-Row or Quick Actions select Attach Contact.

S M Filter Result

@New v Change V Report V More V  Calendar Row 1 - 1D 5000994

i ; = All Events for Meetings (Total 3) #2 By Created (Desc) v 49 >
v Event Detail Status
Calendar
isreeeBes
Events Today #1 'Senator Quorum speaking about |Start: 6/14/2024 09:00 AM ET APPROVED
'Environmental education in the state End: 6/14/2024 11:00 AM ET & [Event Attached Records Discuss Logs
Approved Events (3) Crested 6/12/2024 by Jonathan Kilgore Synchronized o . gt roraA AOAn AR £ (e

Start 6/14/2024 09:00 AM ET (Friday) [

At this breakfast we want to ensure we talk about the
End 6/14/2024 11:00 AMET

Events Next Week * Point1

® Point2 Status APPROVED
New Events * Foint3 & Synchronized
Future Events 1 Add any additional information in here as needed! = Major Private Send Invite
| & No No Yes

Multi-Day Events

#2 Education Conference Keynote Start: 6/12/2024 02:00 PM ET APPROVED Location Make Recurring
Unscheduled Events Address End: 6/12/2024 03:30 PM ET & @ Atiach Existing
Created 6/12/2024 by Jonathan Kilgors Synchronized Address Service
There is a conference on education in our state that ) 800 S Main St

Recurring Events . .
¢ the senator will be making an address about @ Add New Service
Harrisonburg, VA

County: Harrisonbu 2 agach File

)OERD ©ka | WiEOm

g #3 Test Meeting Start: 6/20/2024 09:00 AM ET APPROVED N
Created 6/10/2024 by Jonathan Kilgore End: 6/20/2024 12:00 PM ET & City _
Synchronized | District: VANR i
H test notes! N
e myresne Edit Copy = & Quick Report e

4. Use the Find or Add a Contact window to find the contact you wish to attach to the Event.
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Add Contact to Event X

Search for Contact

Search by Nameline, Email or Phone

Prefix First Name
Middle Name Last Name
Address
City Stat Zip Q
Type
Email Cell Phone ~
Phone

Cancel

% |

5. Click on the radio button next to your found contact to attach them to the Event. If the contact
is not found, enter in more information then click Add Contact to both create the New Contact
and attach them to the Event.

Add Contact to Event x

Search for Contact

Search by Nameline, Email or Phone

() Bravo, Dr. John ID: 7183547

johnny bravo M. Messages Open: 0 Closed: 0
Incomplete Services Open: 0 Closed: 0
First Name Address
. Elected official
Prefix Johnny setec officia

Last Name Bravo, Mr. Johnny C. ID: 7118241

12134 Monument Dr,
9 Messages Open: 53 Closed:
Middle Name Bravo Fairfax, VA 22033-5531
johnnyb@fakemail.com, Services Open: 21 Closed:
(098) 765-4321 (H),
(410) 000-0000 (C),

Address 202-333-6556 (B)
Frequent Writer - High
Volume
City Stat Zip Q
Type
Email Cell Phone v
Phone

Add Contact Cancel

Top of Page

Page 2 of 2
Leidos proprietary 2024.
This information may not be used, reproduced, disclosed,
or exported without the written approval of Leidos



