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Adding and removing Email addresses and Phone Numbers 

Add an email address 

 

 

 

To change or delete an email address, repeat the above and just overwrite or delete the 

current email address 

 

 

 

 

 

Move your mouse over Person Details 

then click on e-mail Address 

Enter the 

Email address 

Click on 

Save 
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Add a telephone number 

 

 

 

Move your mouse over Person Details 

then click on Telephone Numbers 

Click on Add 
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Remove a telephone number 

 

 

 

 

Enter the Number 

Select a Type 

Click on Save 

Move your mouse over Person Details 

then click on Telephone Numbers 

Click on 

the pencil 
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Enter the date the telephone 

number stopped being used 

Click on 

Save 


