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1. Contacts  

Contacts are people outside of your organisation who interact with forms. They are generally people who 

have submitted forms or been named on forms. 

1.1 Open the Contacts List 

To view the contacts list: 

1. Click Account in the navigation menu. 

2. Click the Contacts tab. 

 

 

1.2 Ways to Create Contacts 

There are several ways a new contact is included in the list: 

1. Their details may be added to a form when it is filled out. 

2. Their details may be imported from a PMS integration. 

3. You can add a contact manually by clicking the Add Contact button. 
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1.3 Creating a New Contact 

When the New Contact button is clicked, a New Contact form slides out. Fill in the form with the contact 

details. Click Save. 
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1.4 Modify a Contact 

The newly saved contact will appear in the list. If you need to modify the contact (for example, to add an 

address), use the pencil shaped edit button. This will reopen the contact details form. 

 

 

1.5 Delete a Contact 

To delete the contact, click the delete button. 

 

 

1.6 Export Filtered Contacts 

To filter contacts, use the Search feature (1).  To export the filtered list, click Export (2), and a CSV file will be 

downloaded. 

 

 


