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Functionality

The Contacts > Staff function displays all of the people who are linked to a Firm record – in 
the example below for the Perth firm of Christou Architects.

If you have listed a Position Title in the person’s record, it will be displayed in the left 
column. If you click the star in the left column, to toggle it to yellow, that person will be listed 
on your Home page as a Key Contact. This feature facilitates the multiple listing of key 
contacts when a new project is set up. 

Clicking the red arrow beside the person’s name will take you to their Details record.

Related UserGuides 

For help with:

 Displaying your key contacts on the Home page, see UserGuide 1.2: My Contacts  .  

 Creating new contacts: See UserGuide 3.1: Contacts: Menu Bar Functions  .  

 Managing the Contacts database: See UseGuide 3.2: Contacts: Details  .  

 Assigning persons and firms to projects: See UserGuide 3.3: Contacts: Projects  .  

 Linking Contacts and Email: See UserGuide 3.4: Contacts: Email  .  

 Using the Map, Notes and To Do functions: See UserGuide 3.6: Contacts: Map, Notes 
& To Do List.
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