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Creating an individual Contact

Creating a contact is one of the first steps in learning how to use PowerBase. Begin
by clicking the Contact menu and selecting New Individual.
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You have the option of creating a Media, Funder or Elected official contact. However,
if you simply click the New Individual link you will create a generic new individual,
which is the most common type of individual contact you will be using.

The most common fields to fill in are in the Contact Details section at the top:
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The “Check for Matching Contacts” button allows you to find any potential duplicates
before adding a record.

In addition, while adding a name, PowerBase may automatically find a potential
duplicate and show you a message like the following.
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A Similar Contacts Found
If the person you were trying to add is listed below;
click their name to view or edit their record:

abc3@example.com
s abc4@example.com
abc39@example.com
@example.com
Margaret Jones abc221l@example.com

If the person you are entering is not a duplicate of any of those contacts, you can click
the “x” in the top right corner of the message box to dismiss the message.

By clicking on one of the blue grey bars, you can expand that section to enter more
details.
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Brought to you by the Progressive Technology Project (http://www.progressivetech.org). Questions, comments, or
concerns? Email us (mailto:pon@progressivetech.org)!

This site is running Drupal (http://www.drupal.org) and is licensed under a Creative Commons Attribution-
NonCommercial-ShareAlike license (http://creativecommons.org/licenses/by-nc-sa/3.0/)
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