Managing your
Contacts
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Contact Management

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

Contacts
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Initial Setup - System Terminology

Dependent on the edition of software you are using there

may be different terminology for organizations and

individuals.

» KB: System Terminology

Terminology Settings
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How you refer to a Contact's account number

Beneafit Credit

A business, organization, company or other en

A local branch
A record for a business, individual or family

How you refer to certifications/continuing
education.

A monetary gift or contribution

tity
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COID/PIN

Plural Form

COIDs/PINS
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https://helpdesk.growthzone.com/kb/article/927-setup-your-terminology/

Initial Setup — Account Numlbers

Do you wish to automatically assign account numbers to

your contactse

Account Numbers and Membership Numbers
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m p Number g

SAVE
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« NOTE: Realtor Edition you can also manage and assign NRDS ID's via the database. Your

choices will be configured during installation of the software
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Initial Setup - Custom Fields

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. KB: Contact Custom Fields

Custom Fields
||||||||| Custom Fi Public Mem equir: rchive
Organization Full-Time Employees 2019 Integer N No N Y
Organization Part-Time Employees 2019 Integer N No N N
Form First Name Text Y No N N
Form Last Name Tex Y No N N
Form Orgar Tex Y Nao N N
Form Title Tex Y No N N
Form Address Line 1 Tex Y No N N
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https://helpdesk.growthzone.com/kb/article/219-working-with-contact-custom-fields/

Initial Setup - Categories

Categorizing your contacts is a way to:

« Define where your contacts will be displayed in your
Member Directory.

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

» KB: Create Category Lists

Category Lists

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

Searching for Contacts

Global Search

Searches entire database for contacts, projects, images,

sales & events

8% GrowthZone

Dashboard
Contacts

Memberships

Billing

Events

Reports

GZ Pay Action Required! LEARN MORE

The
_|19$ Larne

The Shoe Shop Janie Jones

The Bait Shop Johnry Jones

The Investment Company John Jones
The Cofton Candy Stand Allison Wilson
The Frankhouse Gary Mason

The Gallery Jessie Perins

Crosby, MN

Crosslake
Albertville

Crosslake, MN
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Searching for Contacts

Searching within the Contacts module allows for additional
filtering options

Contacts
Search... Q ‘-} ?
‘ O Type Name Balance Primary Connection Parent Child Status Primary Email Primary Phone City State/Province
0O B A Place for Dogs $0.00 Marcus Leone 0 0 Active apalce@mailinator.com
0o & Alice Snow $0.00 0 0 Non Member  snow@mailinatar.com
O B Anders $0.00 Connie Anders 0 0 Non Member  anders@mailinator.com
O B Anders Floral $1,178.62 Connie Anders 0 0 Active %.
T
O B Anni's House $0.00 Zane Daniels 0 0 Active mary@mailinator.com Cincinnati  OH E
=
O & Barbara Richards $0.00 Richards and Sons Mortgage 0 0 Non Member  richards@mailinator.com
O & Barry Hess $207.50 0 0 Non Member  barry@mailinator.com
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Searching for Contacts

KB: Search for Contacts

Show Only.. drop down list

N\,

Q & ¥

Organizations

Balance Primary
Individuals
$27.01 lllinois Families
Staff
$25.00 Grand Owe Money
Assigned To Me
$300.00 Active

Task Due/Overdue
$0.00 East Ri )
Task Due/Overdue Assigned to Me
Events Attendees Potential Contacts
$1,200.00 YankKk
Abandoned Membership App Contacts

$290.16 Yanks sweewsnup u

Customize Filter button

Contacts - Customize Results = &
General
Contact Type Membership Type Level Status

]| d

|

vll -

Textual Filters / Location

Name Contains Email Contains

Phone Contains

Website Contains

| | | |

|

| | |

Title Contains Account Number Primary City Country
| | a] | M
Primary State/Province
Connected To
Assigned To List/Committee Category
A A l

M
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https://helpdesk.growthzone.com/kb/article/182-search-for-a-contact/

FInd Event Attendees Potential Contacts

* Event registrants who are not already contacts in your
database can be found within the Contacts module and
easily be converted to a contact. KB: View Contacts -
Event Attendees Potential Contacts

Contacts
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https://growthzonesupport.happyfox.com/staff/kb/articles/187

Add Contact

Quick Actions

« KB: Add Organization

 KB: Add Individual

Add Organization =
General
Name
[ al
Phone, email, or website Type Not
|  [wor ] | ©
Addresses
Addr Addr City State/Prov. Postal Code E]
| | | | ] |
Country Type Not
l Unite: - ‘ l Physical and Mailin v I l - I l ‘
Individuals (Optional)
ame ame
al| a| g
[
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https://helpdesk.growthzone.com/kb/article/183-add-a-new-organization-contact/
https://helpdesk.growthzone.com/kb/article/184-add-new-contact-individual/

Contact Photo/Logo

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

« KB: Add/Update Logo
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https://helpdesk.growthzone.com/kb/article/188-update-contact-organization-logo-image/

Contact Overview Tab

The Contact overview tab is
where you will update phone
numbers, email addresses, etc.

The display can be changed to
best suit your needs

Contents

# @ Tags
Eif@ntacts

i# @ Billing

## @ Contact Info

# @ Memberships

# @ Chapters

i @ Lists/Committees
# @ Activity

i @ Communications
# @ Assigned Staff
# @ Categories

i @ Directory Listings

e
=
@
I
")
@
7]
=

1
%¢GrowthZone




Contact Tags

« Tags are for “internal use” only and may be used to segment records into groups.

For example: At Risk, Hot Prospect, Defaulted.

« 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

« KB: Add Tags to an Organization/Individual

Tags

At Risk
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https://helpdesk.growthzone.com/kb/article/190-add-tags-to-an-organization-individual/

Default Contact Information

* 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

Contact Info g @
Work cheri.petterson@growthzone.com P
Main (218) 786-0987 74
Mailing 24400 Smiley Road Nisswa MN 56468 United States P
Social site https://www.facebook.com/dogs/ 7
Main 800-123-3456 78
Social site https://twitter.com/degs 7
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Default Contact Information

It is also iImportant to select the appropriate "type” as
directory listings can be designed to display a particular type
of contact information, i.e. physical address

Add Contact Info - A Place for Dogs = &
Phones / Emails / Websites /
Phone, email, or website Type
| ] | &
[+
Addresses
Address Addreg8 2 City State/Prov. Postal Code )
| i I I g |
Country Type Usage Note
[smes s =] [ =] | |
(+
o]
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Contact Profile

» The Contact Info will also provide indication of the validity
of an email and how the email should be used

» KB: Manage Invalid Email
» KB: Change the Restrictions Set On An Email Address

Contact Info g @®
Work cheri.petterson@growthzone.com (Only Transactional Emails) ZaN
Main (218) 786-0987 7
Mailing 24400 Smiley Road Nisswa MN 56468 United States 7
Social site https://www.facebook.com/dogs/ Za
Work Arandyg@mailinator 7
Main 800-123-3456 s
Social site https://twitter.com/degs| Z
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https://helpdesk.growthzone.com/kb/article/200-manage-invalid-email-address/
https://helpdesk.growthzone.com/kb/article/66-change-the-restrictions-set-on-an-email-address/

Businesses/Individual Relationships

* 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.

 KB: Link an Individual to additional Business

Offices &
Name Title Access Level Location NRDS Id
West Marsh Realtors User - Guest Crosby, MN 831010056 | 7 4
The Lakes Realty User - Standard 831010025 s 4
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https://helpdesk.growthzone.com/kb/article/1833-link-an-individual-to-additional-business-organization/

Businesses/Individual Relationships

Associate with Organization & &

For Example Select Organization
e If an individual leaves one ergaasson [T a0

business, but joins another, you

. . Role

can reflect this in your database | e

OR if an individual belongs to |

several businesses, this will e

also be reflected and you only

need one record for that 0 o

i n d iVi d ua[ D A Place for Dogs 11/18/2022
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Contact History

* Information on your contacts movement from one contact
to another can be viewed in the Contact History

« KB: Contact History

Contact Roles = X

Current And Past Associations

Organization Role Title Start Date End Date
A Place for Dogs User- None 10/5/2021
TheKnitShop Yser—Standard 2626 Ho2E2%

Close A
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https://helpdesk.growthzone.com/kb/article/192-view-contact-history/

A
Assign Staff to Your Contacts

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

« KB: Assign Staff

Assigned Staff ®

Name Relationship

Shelly Satre Sales 740
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https://helpdesk.growthzone.com/kb/article/1082-assign-staff-to-a-individual-organization/

Assign Categories to Contacts

On the Contact Profile tab, you will be able to view

the Category Lists and the Categories to which a contact has
been assigned.

KB: Manage Contact Category Assignment
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https://helpdesk.growthzone.com/kb/article/1079-manage-contact-category-assignment/

Parent/Child Relationships

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
KB: Parent/Child Relationships

Child Organizations

Organization
Anaother Place for Dogs Deerwoo d Branch

Deerwood Animal Shelter Deerwoo d Branch
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https://helpdesk.growthzone.com/kb/article/2206-manage-parent-child-relationships/

Custom Fields

Custom fields can be updated on the contacts' More Info tab

Business Info
Ownership

Annual Revenue (Training)

Employment

Number of Employees
Number of Employees 2019
Part-Time Employees 2019
Number of Employees 2020

Training Section

Ownership

Miscelaneous

Industry

Volunteer

234

190
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Contact Activity

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.

KB: View Contact Activity

Qverview Mare In Individuals Activity Communication Billing Setup Billing &ZEEEX»  Tasks@» ~ Engagement  Files

Description

Cheri Petterson

Purchase Cheri Petterson

North Dakota Membership Fees was adjust... Cheri Petterson

Directory Listing Cheri Petterson

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

Contact Communications

» All communications with a contact are logged on the

contact's Communications tab
* From here you can send emails and log notes/calls

10/27/2022 1:41 PM

10/26/2022 5:38 AM

9/16/2022 5:15 AM

9/16/2022 4:10 AM

< Active @ A Place for Dogs
Overview More Info Individuals Activity
}Searclm.. Q % Y
Date Subject

Preview: Event Invite
Test email
Your membership has expired

Membership Dropped

Communication Billing Setup

From

Cheri Petterson

Cheri Petterson

Cheri's Sandboxes -- INTERNAL

Cheri's Sandboxes -- INTERNAL

A Place for Dogs
9 Recipients
2 Recipients

3 Recipients

Billing Tasks

Type

Event Invite

Email

Automated Generated Email

MNote

.e EDIT ORGANIZATION

Engagement

Files

SEND EMAIL -

e
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https://growthzonesupport.happyfox.com/staff/kb/articles/1091
https://helpdesk.growthzone.com/kb/article/221-log-notes-phone-calls/

Merge Contacts

* 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.

* KB: Merge Contacts

Add Merge Organization

Destination*

l Another Place for Dogs

Tax Set

Name Choose Data Source

Fields to Merge

Minnesota
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https://helpdesk.growthzone.com/kb/article/185-merge-contacts/

Questions?




