[bookmark: _GoBack]Adding an Individual Relationship-General 1 TAB[image: ] Adding an Individual Relationship-General 2 TAB [image: ]Fill in the BIO fields:
· Last name
· First Name
· Title
If you know the job title/position for this new Individual Relationship, please enter it here and make sure to check the box that says PRINT.
Check the following boxes:
· Employee
· Contact
· Primary Business Information

Contact type: PRIMARY (from drop down table)
BDK
12/9/14

Make sure the 
Primary Addressee and Primary Salutation fields are filled out.  Use the drop down tables.
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