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VM3COP20.081 How to Add and Merge
Contacts and Companies in Intrastats
CRM

1 Navigate to Intrastats

2 Select the "Contacts" option from the dropdown.
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3 Enter the name or company you wish to search

4 Either click the magnifying glass or press ENTER to search.
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5 If the company is already listed, click the company or contact you're searching
for.

6 If the company is listed but the contact is not, click "Add New Contact" button.
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7 Type in the name of the contact to this field.

8 Click "Add Contact"
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9 Fill in all details which are available, information can be found on email signatures
and purchase orders.

Greyed out text to the right of the text box provides an example of what to include
and in what format.

Please remember to not have any spaces in telephone numbers.

10 Once all details have been added, click "Update"
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11 Company Not Listed: Add Company

Click "Add New Company Hospital" button.
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12 Fill in all relevant information.

Greyed out text to the right of the text box provides an example of what to include
and in what format.

Please remember to not have any spaces in telephone numbers.

Once complete click "Update"
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13 Amending Contact Details

When you receive additional information regarding a contact you can add this
information to their record. To do so, click this the pen icon image next to the
relevant contact name.

14 This will open up the contact details page, update as necessary.
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15 Once complete, click the "Update" button.
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16 Merging Company Records

When searching for a company name and if you notice that there are duplicate
records, you can request that they are merged.

E.g. when more than one record has the same account number and company
name or when there is a separate account listed with a website (this usually occurs
due to an error when inputting contact details following a distributor search).

Click the checkboxes next to the relevant companies.
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17 Click "Request Merge Companys"

18 Merging Contacts within Company

When there is more than one contact with the same details within the same
company record, they can be merged.

Click "Merge Contacts"
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19 Click the checkboxes of the relevant contacts.

20 Click "Merge Selected Contacts"
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21 From the information shown, include the correct details for each field.

22 Click "Next"
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23 Review all information which has been merged and click "Update" when all
correct.


