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myManta User Guide

Add Company Contacts

myManta users have the ability to store information

. myManta Controls
about contacts at a certain company. From the _
company page, click on the “Add Contact” option from g Add Company To List
myManta Controls. A form will open; enter the Add/Niew Mote
information for a contact. You don’t need to fill in every
field—just what you know about the person. A View Contacts

Edit Company Profile
g Set Company Alert

== qgoto myManta

You can store up to 25 contacts per company. To view all myManta Controls

the contacts you have for a company, click on the “View Cd Add Company To List

Contacts” link in myManta Controls. Add/View Note $
. == Add Contact

This opens your myManta homepage, and the contacts : —

for this company are displayed. From this screen, you _

can edit the information for each of your contacts by @ Edit Cornpany Profile

clicking the “Edit” link in the first column. [d Set Company alert

== goto myManta
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You can view contacts for all the companies on your lists by selecting “Contacts”
from the “View:” menu. To view only contacts for a specific company, select the
company name from the “Company:” drop-down list.

To sort your contacts, click on the column heading. You can reverse the sort order by
clicking the same column heading a second time.

Now that you’ve learned how to add company contacts, it’'s time to start managing
information your way—with an easy-to-use, web-based tool that can be accessed
from anywhere. Just sign in to the myManta homepage anytime.

Other Manta options:
Create Lists

View and Manage Lists
Add Notes

Create a Sales Pipeline
Share a List

Click here to view the entire myManta User Guide.

We built myManta using your suggestions, so if you have concerns about the site or
questions not addressed in this tutorial, please send us an email or access the
Manta.com FAQ.
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