Creating a New Company & Contact

Introduction

This article will provide a step by step guide on how to create a new Company &
Contact, or New Contact. This applies to declarations for all modes of transport.

How To
- New Company & Contact

1. Select Contacts...
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2. Select “New Company & New Contact”. Enter appropriate fields. Note that
only the Address, Local Airport, Contact Name & Phone fields will appear
on the declaration.
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3. Once a new contact is entered select “Save Changes to Contact” (#1).
The new contact will now appear to left. Click “Select” (#2) to add it to the
Declaration.
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How To
- New Contact

1. Creating a new contact is very similar to creating a new
Company & Contact. Select “New Contact” and enter desired
information. Once completed select “Save Changes to
Contacts”. A new entry will appear to the left with the same
company details but with the new contact.
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