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1. You can add a new contact to an account once the account has been created. Entering of the new contact details 

is performed from the Family Information screen which is available from the Home page and the Site Map. 
Once you are in the Family Information screen, go to the family that you wish to add the contact to and Enter 
Edit Mode. 

 

 
 
 
2. The first contact name to appear in panel 1 of the Family Screen will always be the Primary Carer. To begin the 

process of adding a new contact, click on the Add Contact button.  
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3. Type in the new contact’s details, most importantly the First Name, Last Name, Relationship and Status of the 

contact. Then use the dropdown selector to the right of Link to Existing Account to select the account that the 
contact is to be added to. E.g. Williamson, Peter 

 

 
 

4. Once the link to an account has been created there will be a button available enabling you to Copy Address 

from Primary Carer of the account, who’s name is displayed in the bottom left-hand side of the panel.  
 

  
 

5. Enter at least one phone number for the contact and any other relevant information you want to enter, and then 

click on the Save Contact button. 
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6. The contact has now been added to the account and is displaying in the bottom left-hand corner of the family 

screen. 
  

  
 

7. Exit Edit Mode when you have finished editing the family/account information. 

 

 


