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How to Change the Primary Contact for a Form

Select Add Contact.  The Select Existing Contact tab displays. 

 
Figure 1 Add Contact with Select Existing Contact Tab Circled and Displayed. 

 

On the Add Contact screen, 

1. Select the person you want to add.  

2. Select Yes to the question: Make this person the primary contact? 

3. Add comments in the Comments field (Optional). 

4. Select Add Contact. The Contact Information tab displays the updated 

information. 

5. Select Next. The Items tab appears.  
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If the correct Primary Contact is not selected during the adding process, delete 

the contact and repeat the steps to select an existing contact.  

 

To Add a New Contact:  

1. Select Add Contact.  The Select Existing Contact tab displays. 

2. Select the Add New Contact tab.  

 
Figure 2 Add Contact with Add New Contact Tab Circled and Displayed. 

 

1. Enter the new contact’s information. 

2. Reply Yes to the question: Make this person the primary contact?  

3. Select Add Contact.  

4. The Contact Information tab displays the updated information. 

5. Select Next. The Items tab appears.  


