Organisation Contact Persons

Tip She

In the Access edition there are two ways to designate an existing person as being a “contact

person” for an organisation.

Creating a New Person as an Organisation Contact Person

1. Contacts, then Organisations.

2.
3.

Click the drop down box and select the required organisation.

Add Contact.
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Type the details of the contact. Save.
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Nominate an Existing Person as an Organisation Contact Person

1. From the Main Menu, cIick‘ Contacts.
2. [Click Persons.

3. Select the required person.

4. Click edit. Tick the contact box, and select an organisation from the list.
5. [Click Save.
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Attaching a Contact Person to a Student

From the Main Menu, select the required student.

. Click Edit.

1
2
3. From the Organisation field, select the required entry.
4. From the Contact field, select the required entry.

5

. \@\ Save.
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Students will only appear in this kst if to this in th screen

1. (Click the students tab of the organisations form. Students with a direct association
are displayed, including contact persons for that organisation.
2. m Via outcome. Students recorded with a labour market outcome and

organisation through the ERS is displayed.
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