
Managing Your Contacts



• View/Find Contacts

• Add Contacts

• Update Contact Information

• Manage Contact Custom Fields

• Manage Contact Parent/Child Relationships

• Merge Contacts

Agenda



GrowthZone has several integrated components and features to save you time 
and effort in managing your contacts

Easily view and manage individuals and organizations in your database, 
including billing information, communications, and more
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Contact Management



Global Search

Searches entire database  for contacts, projects, images, sales & events
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Searching for Contacts



Search within Contacts Module
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Finding Contacts
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Searching for Contacts

Show Only… (drop down list) Customize Results button for 
advanced filters



Quick Actions

▪ Add Organization

▪ Add Individual
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Add Contact

https://helpdesk.growthzone.com/kb/article/183-add-a-new-organization-contact/
https://helpdesk.growthzone.com/kb/article/184-add-new-contact-individual/


The contact information for a 
business or individual can be 
updated on the Profile tab
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Contact Profile



• Not to be overlooked, the contact photo/logo can be displayed in your membership 
directories if you have setup listings to do so
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Contact Photo/Logo



• Tags are for “internal use” only and may be used to segment records into groups. For 
example: Minority owned, Hot Prospect, Volunteers. 

• Tags are generally a way to track information “temporarily”. For example: You may have 
a tag called “Hot Prospect”, but would remove this tag if the contact because a member

• Tags can be used in filtering your report results

10

Contact Tags



11

Contact - Profile



• When adding a new contact, be 
certain to select the appropriate 
defaults

• In general, the first phone, address, 
email will be marked as the default
and will be used in email templates, 
documents, and when sending 
communications

• It is also important to select the 
appropriate “type” as directory 
listings can be designed to display a 
particular type of contact 
information, i.e. physical address
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Default Contact Information



• For a business, you will manage 
the individuals related to that 
business and for an individual 
you will manage the businesses 
to which the individual is related
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Businesses/Individual Relationships



• For Example: If an individual 
leaves one business, but joins 
another, you can reflect this in 
your database OR if an individual 
belongs to several businesses, 
this is also reflected and you only 
need one record for that 
individual
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Businesses/Individual Relationships



Categorizing your contacts is a way to:

• Define where your contacts will be displayed in your Member Directory. For 
Example: Financial Services

• Track additional information about the contact, with high visibility on the 
Profile tab. For Example: Languages Spoken

• WIKI: Setting up Categories
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Categories

https://helpdesk.growthzone.com/kb/article/951-create-a-category-list/


For many reasons you may wish to assign staff to a contact. 

✓ For Example: If the contact is a prospective member you may wish to assign a 
salesperson. Or, if the contact is a new member, you may wish to assign a specific staff 
member to ensure the new member is welcomed and onboarded successfully. 

✓ Relationship types can also be assigned, which are used for reporting and filtering 
functions

WIKI: Assign Staff
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Assign Staff to Your Contacts

https://helpdesk.growthzone.com/kb/article/1082-assign-staff-to-a-individual-organization/


You may have contacts where a parent account has multiple subsidiary/child accounts For Example: A banking corporation 
with a national corporate office and then a chain of regional banking centers

Establishing parent/child relationships allow for:

• Cascading the parent membership to a child business. *Relationship type must be setup as “Location”

• Allow the parent business to be indicated as the billing contact for child membership dues

• Allow the parent business to view and pay child business invoices
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Parent/Child Relationship



Custom Fields are a great way to track additional information about your contacts. For example, perhaps you 
wish to track certain demographics, such as industry, or annual revenue. Custom Fields are found on the More 
Info tab for a contact. Here you can view and populate previously created custom fields or add new fields

WIKI: Custom Fields
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More Info – Custom Fields

https://helpdesk.growthzone.com/kb/article/928-custom-fields/


All Activity with a contact is tracked on the Activity tab

This will include such activity as category changes, relationship changes, 
primary contact changes, event registrations, etc. 
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Contact Activity

https://helpdesk.growthzone.com/kb/article/222-view-contact-activity/


All communications with a contact are logged on the 
contact’s Communications tab

From here you can send emails and log notes/calls
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Contact Communications

https://growthzonesupport.happyfox.com/kb/article/75-send-an-individual-email/
https://growthzonesupport.happyfox.com/kb/article/221-log-notes-phone-calls/


Setup Info Hub Access
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Contact Info Hub Access

https://growthzonesupport.happyfox.com/kb/article/274-setup-member-access-to-the-info-hub/


Display in your Member Directory is a great benefit that you can offer to your 
members. Directory listing information can be updated on the Web Content 
tab.

WiKI: Web Content Tab
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More Info/Web Content

https://growthzonesupport.happyfox.com/kb/article/1087-add-a-directory-listing-to-a-member/


In the event that you have duplicate individual contacts in your database, you 
can use the Merge Contacts function to combine the contacts together. All 
information, billing history, communications, activity, etc. will be merged to 
the destination contact.

WiKI: Merge Contacts
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Merge Contacts

https://growthzonesupport.happyfox.com/kb/article/185-merge-contacts/


Questions?


