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Updating an Individual Contact 

Record 
 

Market:  House, Senate  

Description:  These instructions teach users how to modify information in a contact 
record. 

 

1. Search for the contact using the Search Bar at the top of the page to look for the 

individual across the various Contact Views.  

 

 

2. Select the  icon to quickly edit the contact record. You can also select the Edit 

quick action in the reading pane. 
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3. Modify the contact information and click either Save & Close or Save button to 

save. 

 

 


