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Attaching a Contact to an Event

Market: House, Senate, FSL

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. Select the event.
2. From the In-Row or Quick Actions select Attach Contact.
2 T - -

Events ) NewV Change V  Report V  More v  Calendar
B=| Views # = All Events for 1 (Total 39) < 8y Created (Desc) v | 49
v Event Detail Status Labor Day brunch
Calendar —
lﬂ Hg [ O | Event Attached Records Discuss Logs
Events Today " Labor Day brunch Start: 9/01/2025 11:00 AM ET APPROVED
= o End:9/01/2025 02:00 PM ET A S/04/2025 1100 AM ET (Manday) i
Approved Events (37)
End 9/01/2025 02:00 PM ET
5 Al Events (39) 2 First day of August event Start: 8/01/2025 03:00 PM ET APPROVED
g Crented 8/1/2028 b End: 8/01/2025 04:00 PM ET & Status APPROVED
Events Next Week De i Synchronized
2 e s Major Private Send Invite
Thisis actually what the event i for.
00 Ne No No Yes
Future Events " Target Meet & Greet Start: 7/07/2025 10:00 AM ET APPROVED Type(s) LUNCH-Luncheon
e Moki Day B (1) rested 6/27/2025 by End: 7/07/2025 11:00 AM ET Calendars = o, Training Team
82 Unscheduled Events (4) [§ Test July 4 Event Start: 7/04/2025 10:00 AM ET APPROVED
P Crawted 6/27/2028 & End: 7/04/2025 11:00 AM ET &
MU Recurring Events (1) Heres a description! Synchronized
I- g Here are my notes!
Calendars
0 Sync Calendar Test Start: 6/13/2025 10:00 AM ET APPROVED
Created 6/11/2025 by End: 6/13/2025 12:00 PM ET & m
This Is a breakfast event Synchronized
o Attach Existing
Here are some note: ¢ Lent
@ Add New Service
” Test2 APPROVED
Creataa6/2/2035 by
Attach File
w7 Test Past Event Start: 5/21/2025 12:30 PM ET APPROVED
Craea §/2/205 1 v End: 5/21/2025 01:15 PM ET Delete
Edit Copy w=s| & QuickReport
Coffee Meet & Greet Start: 6/02/2025 09:00 AM ET APPROVED .

3. 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 State Y Zip Q
Type
Email Cell Phone v
Phone
Title Organization
Search Affiliation v
A AfFilimtinn -
Cancel
“ |

4. Click on the check box 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 |_\ Quarum, Mrs. Crystal \D: 7183874
Crystal Quorum ] essages Open: 0 Close
First Name srvices Open: 0 Closed
Prefix Crystal Newsletter Subscriber;
Last Name Veteran - Thank them for
their service
Middle Name Quorum
D Quorum, Cmdr. Crystal — 1D: 7184653
Incomplete Address ) Messages Open: 0 Close
e leidoskmteam@gmail.com i
Newsletter Subscriber;  Services Open: 1 Closec
Vieteran - Thank them for
their service; Young
City State ¥ Zip Q person
Type
Email Cell Phone i
Phone
Title Organization
Search Affiliation v
Add AEELntinn (P
Add New Contact  Attach All  Cancel
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