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1. Click on the Administration button. 

2. Click on the Organisations button. 

3. Click on the Add button. 

4. Type in the details of the organisation and click on the Save button. 

5. To add a contact to the current organisation click on the Add Contact button. 

Tip Sheet
Nipper

Add an Organisation and Contact



2/2 

 

6. Type in the details of the contact and click on the Save button. 

7. If the Contact’s Address Details are exactly the same as the Organisation they belong to click 
the Use Organisation’s Contact Details button. This will copy the details across for you 
without having to re-type them. 

 

You have now successfully created an Organisation and a Contact. 


