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How to change the client contact details

In the event you have entered the client contact number or email 
address etc. incorrectly – or the client has changed their contact 
information - follow these steps …

The steps to amend a private individual customer account or an 
business customer account are identical



Change client contact details . . 

Enter the customer name if a private individual

Enter the business name if an Organisation

For this example we will use an Organisation



Change client contact details . . 

Click “Search”



Change client contact details . . 

Click on the client Name



Change client contact details . . 

Click on the “Contacts” Tab



Change client contact details . . 

Click “Edit”



Change client contact details . . 

Correct the error and scroll down . . . 



Change client contact details . . 

Click “Update Contact”



Change client contact details . . 

WELL DONE!
The contact detail has been corrected.



The End


