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Client Teams Fact Sheet

Adding a Team Member to a Client Team
[«"; Reports
Step | Click on Tools
a9
Step 2 Click on Clients Teams e
Client Teams
cten 3 | Find the Client that you want to add A
P the Team Member to e L
Click on the + icon to show a list of
_|.
Step 4 the Client Teams
Step 5 Click on the penicon to .show the Edit /
Team pop-up window
Step 6 Click on Add Team Membgr to add © Add Team Member
the Team Member to the Client Team
Step 7 Type in the name of the Team
Member you want to add

Click on Save & Close to complete .

Step save & los
adding to the Client Team
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Creating a new Client Team
[:_-*‘; Reports
Step Click on Tools
ae
Step 2 Click on Clients Teams e
Client Teams
cren 3 | Find the Client that you want to add .
P the Team Member to e
Click on the + icon to show a list of
_|.
>tep 4 the Client Teams
Step 5 Click on Create New Clignt Team to © Create New Client Team
show the pop-up window
Step 6 Click on Add Team Membgr to add © Add Team Member
the Team Member to the Client Team
Step 7 Type in the name of the Team
Member you want to add
Step 8 Click on Save & Close to complete
P adding to the Client Team ’
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