
Print’s Contact Record 

Attach File to  
Contact Record 

Follow Up Flag 

Map To Address 

Send Email  
to Contact Display Photo 

Notes Section:   
You can type notes 
here and this is the 

area that attachments 
and hyperlinks  

appear. 

Email/Website Info 

Assign Categories 

Details Tab:   
Additional Client 

Information.  Birthday/
Anniversary etc. 

Activities Tab:   
Client Tracking.  

Tracks emails, phone 
calls, documents, 
appointments etc. 

All Fields Tab:   
Create custom  

Outlook fields here.  
Click “New” button in 
the bottom left corner. 

Link Contacts Together:  See Activities Tab 

THE MICROSOFT OUTLOOK CONTACT RECORD 

Address Info - Type 
address in format: 
Street Address 
City, State Zip 
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