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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. Navigate to the Events application.

2. Click on Approved Events to see all Events in an Approved status.
a. To see All Events, click on the All Events view. This view will include statuses such

as.

Vi.

Approved
Canceled
Regrets
Rejected
Reminder
Tentative

3. From the In-Row or Quick Actions for your Event, select Attach Contact.
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= Approved Events for Jonathan Kilgore (Total 474) <2 By Created (Desc) V| 4 A X
v Event Detail Status Coffee meet and greet
5 Aeat (Dcopy @ Attach Existing Service @ Add New Servicd tact | €7 Attach File. [ New tab Event Attached Records More Discuss Logs
L g
#1 Coffee meet and greet! Start: 1/30/2026 10:00 AM ET APPROVED o
e End: 1/30/2026 11:30 AM ET & Start 1/30/2026 10:00 AM ET (Friday)
Synchronized
Major: Yes End 1/30/2026 11:30 AM ET
Status. APPROVED
# Test Event Start: 9/22/2025 10:00 AM ET APPROVED & Synchronized
Creatai 9/18/2025 by sansthan Kigare End: 9/22/2025 11:00 AM ET & _ . .
Breaktsst event Synchronized | Malor Private Send Invite
Event will talk about budget issuss Major:Yes ., YeS No No
# Location DC.OTHER
3 Labor Day brunch Start: 9/01/2025 11:00 AM ET APPROVED Topi
Crested 8282025 by sy Setaharon End: 9/01/2025 02:00 PM ET opic(s)
Synchronized Typels) ice |ting Request
U Calendars lgs
e Coffee meet and greet Start: 10/31/2025 10:00 AM ET APPROVED
Crested 8/25/2075 b sansthan Kigore End: 10/31/2025 11:30 AM ET Color
Add Contact t t
0 Del
#5 Start: 8/01/2025 03:00 PM ET APPROVED edit | | Copy E B QuickReport e
&

End: 8/01/2025 04:00 PM ET

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
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Cancel
“ |

5. 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.

a. Note: If you Search Affiliation and find a whole list of Contacts you can check the
boxes next to each contact to attach and then click Attach All.

Add Contact to Event X

Search for Contact
Search by Nameline, Email or Phone |_\ Quarum, Mrs. Crystal ID: 7183874
Crystal Quorum ] essages Open: 0 Close
First Name 'rvices Open: O Closed
Preﬁx CWStaI Newsletter Subscriber;
Last Name Veteran - Thank them for
their service
Middle Name Quorum
D Quorum, Cmdr. Crystal  1D: 7184653
Incomplete Address ) Messages Open: 0 Closet
e leidoskmteam@gmail.com i
Newsletter Subscriber; ~ Services Open: 1 Closec
Vleteran - Thank them for
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