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INSTRUCTIONS FOR ADDING CONTACTS

Process Overview:

Use a CBiQ Contact Type to create and maintain your CB Connect postcard program list.
The Marketing Team will export your list shortly after the first day of each month, which is
the deadline for making adjustments to your list for the following month’s postcards. For
example, any changes that you'd like reflected in the May postcard must be made in
CBiQ no later than April 1.

What you'll need:
e Submit our CB Connect Sign-Up Form
e Upload contacts you'd like to add to your CBiQ database. Click here for instructions,
or contact your Agent Concierge or the Marketing Team for assistance.

Step 1: Create your CB Connect contact type

Log into CBiQ > click My Contacts/Leads > click Contact Types
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https://form.jotform.com/232334499433056
https://www.iqsupport.me/portal/en/kb/articles/upload-contacts-4-11-2020#Import_List_of_ContactsBulk_Upload
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Step 2: Add contacts to your new contact type

On the My Contacts/Leads screen, select the contacts you'd like to add to CB Connect
using the checkbox to the left of each contact.
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Scroll to the bottom of the screen to the + Contact Type button. Select the “CB Connect -
Postcard Program” contact type, then click Save.
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Step 3: Ensure contacts include all necessary information

Please ensure the following information is included in each contact record that you have
added to the program:

1. Display name - Write the contact name exactly as it should appear in the mailing
address, including first and last name of the contact and significant other, if desired.
Example: "James and Jennifer Smith"

2. Address

3. Apt/Suite/Etc (if applicable)

4. City —

5. State/Province

6. ZIP/Postal Code Frsthame | areny Emas:  caso@aolcom o2 source
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To view contacts in your contact type

Click on the My Contacts/Leads Tab > click the Filter dropdown, then select “CB Connect
- Postcard Program” under Contact > Click Apply
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To add or remove a contact

Click on the contact > scroll down to the Contact Types box on the right side of the
screen > click the 3 dots in the top right of the Contact Types box > click Edit Contact
Type > check “CB Connect - Postcard Program” > click Add Contact Types

To remove a contact, follow the same steps as the above process for adding a contact,

but uncheck the “CB Connect - Postcard Program” box before clicking Add Contact
Types.
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