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Add multiple contacts to a Building Record during the Submission Process

e Click on the “Look Up” button on the Contact List.
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o Enter search criteria to locate the contact. Click on “Look Up”.
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Look Up Contact

e — ) @

Marme of Businass:

Address Line 1.

Address Line 2:

ity State: Zipe

Home Phona: Wiork Phone: tobile Phone:

Fax:

E-rmail:

Look Up Canceal

e Select the contact and click “Continue”.
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Look Up Contact
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If the contact has multiple addresses, you can salect which to uss in the nest stap.
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e Select the contact type from the drop down list and click “Continue”.
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e The contact will now be listed on the record.
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contact List

Taadd a new cantact, click the Add Contact link. Toedit acontact, click the link nest 1o contact name.

' Contact addad succassfully.
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Repeat the process to add additional contacts.



