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

1  Navigate to Intrastats

2  Select the "Contacts" option from the dropdown.
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Catrin Hollings Outstanding Issues

GRUPED OUTSTANDING Issues (2 groups)

@& 1 | #380738 | Tuesday Marketing Meeting
‘@ 2 | 7380865 | ‘Tenders Meeting Review |1 issues

UNREAD Issues (1)
Q 1 | 389273 | |Document Update Request (29949) VM3COP20.081 Adding Amending Contact Records in the CRM Goldmine and Intrastats 6 Catrin Hird

[Read: 12/0212026 08:53
Mark Issue #389273 as Read ®. View Full Issue #389273

Quick Update for Issue #389273

Enter your update message here

s

| Originating Document: -1-.. 37vm3c0|=zn_os1 Adding Amending Contact Records in the CRM Goldmine and Intrastats
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3 Enter the name or company you wish to search

(e U] R
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Catrin Hollings Outstanding Issues

GROUPED OUTSTANDING Issues (2 groups)

[O}] | #389738 | Tuesday Marketing Meeting 4 issues
@2 [ #389865 | |Tenders Meeting Review ‘1 issues
UNREAD Issues (1)

6 |Catrin Hird

Q 1 | 389273  |Document Update Request (29949) VM3COP20.081 Adding Amending Contact Records in the CRM Goldmine and Intrastats

Read: 18/0212020 08:52

Mark Issue #389273 as Read ®. View Full Issue #389273

Quick Update for Issue #389273

Enter your update message here

:

| Originating Document: -1— !’VMSCOPZD.DM Adding Amending Contact Records in the CRM Goldmine and Intrastats

4  Either click the magnifying glass or press ENTER to search.
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ITANDING Issues (2 groups)

#380738 Tuesday Marketing Meeting

4 issues

#380865 Tenders Meeting Review

1 issues

cument Update Request (29949) VM3COP20 081 Adding Amending Contact Records in the CRM Goldmine and Intrastats 6

(Catrin Hird

|act: 1210212026 0a:53

@ . View Full Issue #369273

Issue #389273

sssage here

v
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If the company is already listed, click the company or contact you're searching
for.

CID21791 /

] Vandagraph CID21791 <l Contacts #1 Adam Wedgbury Swansea SA6 5BZ 0794 333 0117 Vandagraph Retail Proforma

CiD28109 /
Vandagraph CiD28109

Exhibition Contacts. -

U Vandagraph

I Contacts #1

0 @Vandagmph CID33115/CIDI3N5 i Contacts #1  Karel Kohout Redhil  RH11GE 30 *>®  Vandagraph Retail Proforma

O T e I Contacts #1 Martin Mayorga Ottobrunn 85521 1512699 vangagrapn Retail Proforma
0 CIDIT100/ . contacts #1 Paul Brown Wiltshire  SP3 6DF Vandagraph Retail Proforma
Vandagraph ciD17100 * LR
. . A Nr BD20 :

CID13059 / VST014 i Contacts #2 agral b Credit

e o eiiia,  BD20 0153563 Company Supplier Credit Credit

EID3853 (000021 MEContact Keighley  7pT" 4900 Customer ¢

CID28093 /
CID28093 &0

Im) CID5914 / 00009191 :I: Contacts #2 Vandagraph Sensor Tec VST Cross Hills S020 9153563 =l

CID15899 / s E . = £ BD20 A Extr
CID15899 ‘I Contacts #3 Vandagraph Sensor Technologies Keighley 70T Vandagraph Trade 5

Request Merge Companys

6  If the company is listed but the contact is not, click "Add New Contact" button.

B Vandagraph Ltd

# CID28093 Opera CID28093 Type
Vandagraph Ltd , , ,

Tel 2 Log Call Add Issue

Brome “Details ® Memos El Sales ¥ Stock Refs
©Returns % Service ~ Distributors A Documents [ Issues * Regulatory

General account to store vandagraph documents and links,
NO purchase orders or Sales orders please

»

T Merge Hidden/Removed
Contacls Contacis

TAdd New
Contact

CONTACTS

Bulk Edit View | Standard View

Customer Orders
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7  Typein the name of the contact to this field.

Vandagraph Ltd

#CID28093 Opera CID28093 Type:
Vandagraph Ltd , , ,

ol (T

BHome * Details ® Memos I Sales ¥ Stock Refs
©Retums ¥ Service ~ Distributors A Documents [ Issues  Regulatory

Gi | to store documents and links,
NO purchase orders or Sales orders please

mew Contact to

[Contact] 1

,

8  Click "Add Contact"

(]
Vandagraph Ltd

#CID28093 Opera CID28093 Type
Vandagraph Ltd , , ,

Tol (TR

BHome *Details ® Memos I Sales ¥ Stock Refs
©Retums 7 Service ~ Distributors A Documents [ Issues ~ Regulatory

Gi | to store and links,
NO purchase orders or Sales orders please

Add New Contact to
)
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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.

e,
Tel € Log Call Add Issue

EHome “Details ® Memos El Sales ¥ Stock Refs
®Returns % Service ~ Distributors A Documents [ Issues  Regulatory

General account to store vandagraph documents and links,
NO purchase orders or Sales orders please

Update Contact Details

Added on 24 Feb 2026

10  Once all details have been added, click "Update"

u u u
L
i v

Use Main Address
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11 Company Not Listed: Add Company

Click "Add New Company Hospital" button.

CE I -

ORI 2| /mie® | Ol DIV X

Recent Customer Account
Recent Supplier Account

O @Va,mgmph Clp21791 ! 4t Contacts #1 Adam Wedgbury Swansea SAG5BZ 0794 333 0117 Vandagraph Retail Proforma
CID28109 1 Exhibition Contacts. -
= @Vandagmph cipzs10g L COMAtSE  yondagraph
@ CID33115 / CID33115 i Contacts #1 Karel Kohout Rednil  RH11QE 9ro2 %% vandagraph Retail Prof
O e “I: Conf i 0667 ndagraph Retai roforma
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12 Fillin 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"

| Search / Add New Record

[EET

Unknown v
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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.

General account to store vandagraph documents and links,
NO purchase orders or Sales orders please

»
% Add New 7 Merge Hidden/Removed
Contact Contacts Contacts

CONTACTS

ryan.swaine@vandagraph.co.uk| [

Bulk Edit View | Standard View

Customer Orders

Supplier Orders

Issue Logs

14  This will open up the contact details page, update as necessary.

General account to store vandagraph documents and links,
NO purchase orders or Sales orders please

Update Contact Details

Added on 24 Feb 2026

Ryan Swaine

Mr Swaine

Use Main Address hd
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15 Once complete, click the "Update" button.

"

Use Main Address v

Record Updates
Updated on 24 Feb 2026 Catrin Hird
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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.

O MVan g c(':?g;}'?; 1’ ‘I Contacts #1 Adam Wedgbury Swansea SAG5BZ 0794 333 0117 Vandagraph Retail Proforma
cID28109/ Exhibition Contacts. -
O @Vandagmph CiD28109 * Contacts #1 Vandagraph
0 @ CID33116/ CID33ME il Contacts#1  Karel Kohout Redhil  RH11QE 89495 vandagraph Retail Proforma
Vandagraph & 0667 arap
CID258851 .. : 1515 609 :
] @Vandagraph CID25885 il: Contacts #1 Martin Mayorga Ottobrunn 85521 0056 Vandagraph Retail Proforma
0 @Vandagmph T 1005 i Contacts #1 Paul Brown Wiltshire ~ SP3 6DF Vandagraph Retail Proforma
o v Nr BD20 .
O v - CID13059 / VST014 I C: #2 grap I A Credit
= 7 £ BD20 0153 563 Company Supplier Credit Credit
CID3656 / 00009190 1 Contacts #7 Vandagraph Ltd Keighley 5070 Soon oAy, i
CID28083 / r ey
ciD28093  © il L]
= . BD20 0153563 Exir
CID5914 /00009191 I C #2 graph Sensor Tec VST Cross Hills 5070 §008 =

CID15899 /
CID15899

il: Contacts #3 Vandagraph Sensor Technologies Keighley Vandagraph Trade

Request Merge Companys

Made with Scribe - https://scribehow.com



17  Click "Request Merge Companys"

O @Vandagmph 2 I Contacts #1 Martin Mayorga Ottobrunn 85521 1913699 vangagrapn Retail Proforma

O @v:andagmph CIDATA00 ! 11 Contacts #1 Paul Brown Wiltshire  SP3 6DF Vandagraph Retail Proforma
CID13059 /VSTO14 4 Contacts #2  Vandagraph N 2 Credit
CIDI6S8 100009180 1 Contacts #7  Vandagraph Ltd Kogriey §030 Q53990 ComemySwpler - Gredt Crodt

CID5914 /00009191 4 Contacts #2  Vandagraph Sensor Tec VST Cross Hills Sp20 9153963 [

CID15899/ . . LI ; P, BD20 . Extr
CID1589¢ ‘U Contacts #3 Vandagraph Sensor Technologies Keighley 77 Vandagraph Trade Sea

Adam Wedgbury Swansea SA6 5BZ 07943 330°
Surrey KT24 6LZ 078915822

CID21791/CID21791 Adam Wedgbury

CID16941/ CID16941 Darren Weller Darren Weller

00009190/ CID3656 Jean Lamb ‘Vandagraph Ltd Keighley BD207DT 015356349
CID15899 / CID15899 Jean Lamb Vandagraph Sensor Technologies Keighley ‘BD20 7DT

00009191 / CID5914 Jean Lamb Vandagraph Sensor Tec VST Cross Hills BD20 7DT 015356349
CID33115/ CID33115 Karel Kohout Karel Kohout Redhill RH1 1QE 078945506

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"

ifHome Detalls & Memos ales. ock R
m AR

Username Medesales
Password v1942med!

»
T Add New * Merge Hidden/Removed
Contact Contacls Contacts

CONTACTS

9= || 2/

9w (0|

Bulk Edit View | _Standard View

Customer Orders

Orders Ready For Checking

b | stcomary| ooty | oreio | e | st | tan o o | e | o coveme | ows | |

Orders On The Active List/ Quote Proforma List
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19 Click the checkboxes of the relevant contacts.

eBay Sale

#ClD4224 Opera 00006666 Type Customer End User UK
eBay Sale . UK

Tol_ ey (0008)

Not Set Credit Limit 0.00GBP

BHome * Details ® Memos Hl Sales ¥ Stock Refs
©Retums ¥ Service ~ Distributors A Documents [ Issues ~ Regulatory

Username Medesales
Password v1942med!

Select Contacts to Merge

Merge Selected Contacts

20 Click "Merge Selected Contacts"

er‘

eBay Sale

#ClD4224 Opera 00006666 Type:Customer End User UK
eBay Sale , | UK

Tol_ Enay (0008)

Not Set Credit Limit 0.00GBP

BHome * Details ® Memos El Sales ¥ Stock Refs
®Reums % Service ~ Distributors A Documents [ Issues * Regulatory

Username Medesales
Password v1942med!

Select Contacts to Merge

Werge Seictsd Contact

Made with Scribe - https://scribehow.com 12



21 From the information shown, include the correct details for each field.

eBay Sale

# ClD4224 Opera 00006666 Type:Customer End User UK
eBay Sale , UK

TolFoay (0008)

Not Set Credit Limit 0.00GBP

EHome “Details % Memos El Sales ¥ Stock Refs
®Retums § Service ~ Distributors A Documents [ Issues * Regulatory

Username Medesales
Password v1942med!

22  Click "Next"

eBay Sale

#ClD4224 Opera 00006666 Type:Customer End User UK
eBay Sale , . UK

Tel Ebay (0008)

Not Set Credit Limit 0.00GBP

EHome “Details LI El Sales ¥ Stock Refs
®Returmns i Service » Distributors A Documents E Issues * Regulatory

Username Medesales
Password v1942med!

Merge Contacts
Ebay Sale v
Ebay Sale v

illlllll!!lll!!
<

lext
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23 Review all information which has been merged and click "Update" when all
correct.

Made with Scribe - https://scribehow.com

14



