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Viewing Contact Records

The contacts Menu Item allows you to quickly search for a contact and view their contact
record.

The contacts listed on the page are any contact that has previously created a connection to
an opportunity managed by your organization.

© n most cases, sharing portal users cannot create new contacts. This is to avoid having
duplicate contacts in our database.

In most cases, sharing portal users cannot edit existing contacts. This is because
volunteers generally update their own contact information.

Contact Search

1. The Search box allows you to quickly filter the list of contacts and find the one you are
looking for. You can start typing in first or last name, or email address, and the list will filter to

find matches.

2. Clicking on a column header will sort the list alphabetically. Clicking again will reverse the
sort.

3. Click on View to see the contact record.
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Te-en Force

B
\!,; You are logged in as Donna
Troy

Beturn to Admin
Actions First Name s Last Mame Ermall Address Primary Phone
Home View Barbara Gordon test+barbaragordon Ehandsencennect.ong
View H.R. Wislls test+h.rwellsEhandiencannecLong
My Organization
WView Harik Pym test+hankpymihandsoncannect.orng
Valunteer Opportunities Wiew u Harrison Wells testrharrisonwells @handsonconnect.ong
Wiew Harry Wislls test=harrywells @handsancaonneclarg
Contacts
Wiew Jim Gordan tast+imgordon@handsonconnact.org
Report Attendance Wiew Melody Fond test+melodypondEnandsonconnect.org
Wiew Palmer testsraypalmerShandsonconnect.
Return to Volunteer Portal ReY e =
Wiew Scott Lang testescottlang@handsonconnact.ong

Contact Detail View

1. The contact detail page shows you basic contact information for the contact, and a list of all
their 'connections' with your organization.

2. You can narrow the list of connections by entering any keyword in the search box, or
3. Use any of the filters to narrow the results further.

4. Click on the Volunteer Opportunity Name if you wish to go to the volunteer opportunity
record.
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