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. Mr _valramuthu Sankaralingam Maintenance Engineer (PVC) Mantenance Sanmar Shotec SAE
. wr. _Haitham Salama Assistant General Manager Static Equipment Design Sector Petrojet Shotec SAE
. . _Mohamed Ahmed Rabiee Projects Manager Engineering Dep. Petrojet Shotec SAE
. Eng. Dalia, Ahmed Fired Heater specialist Engineering Petrojet Shotec SAE
. Eng. _Mohamed Tony Rotating equipment Engineering Petrojet Shotec SAE
. Eng. _Ahmed sanad Engineer NPC Shotec SAE
. . Yehia Morad Purchasing Esiic Shotec SAE
‘ M. Mahmoud Awad Foreign purchasing manager Foreign purchasing Dakahlla Sugar Shotec SAE yac
. . Mahmoud Kamal local purchasing Semadco Shotec SAE
. wr. Ebrahim Selim Maintenance Malntenance MpC Shotec SAE
. . Badawy Mechanical Engineer Engineering Rotating Equipment core Shotec SAE
. wr. Ahmed Khaled Mechanical Engineer Engineering Rotating Equipment core Shotec SAE
. Eng. Mohamed Abdelhady Maintenance manager General maintenance NPC Shotec SAE
. wr. Raafat Mahfouz General manager Procurement & Contracts Phosphate Misr Shotec SAE
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Use the Contacts workspace to maintain contact records used across business
operations. Administrators can review the available contact list, locate an existing
contact record, open it for editing, or begin a new contact record. Use this workspace
when contact names, titles, positions, departments, accounts, or branches require
administrative maintenance.

Before you start

Ensure that you can access the Data area and the Contacts workspace. You must
also be able to use the New and edit actions to create or maintain contact records.

Steps
1. In the main navigation, select Data, and then select Contacts.

2. Review the contact list to identify the record that you want to configure. The list
displays contact information including Title, Name, Position, Department,
Account, and Branch.

3. To find an existing contact record, enter identifying text in the Search box. Use
information such as the contact name, position, department, account, or branch to
narrow the displayed list.

4. Select edit for the required contact record.
5. Update the contact record as required in the record editor.

6. To begin configuring a new contact record instead, return to the Contacts
workspace and select New.

Tip: Use the Search box before selecting edit when the contact list contains
multiple records with similar names.

Note: Review the Account and Branch columns when identifying a contact,
particularly where the same contact name may be associated with different
business relationships.

Warning: Select edit only for the intended contact record to avoid changing

another contact with a similar name.
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Troubleshooting

e The required contact is not displayed — The list may contain many contact
records — Enter relevant identifying text in the Search box to narrow the list.

e You cannot begin a new contact record - The New action is unavailable or
inaccessible — Verify that you have access to the Contacts workspace and the
New action.

e You cannot update an existing contact — The edit action is unavailable or
inaccessible — Verify that you have access to edit contact records in the Contacts
workspace.

Result

The Contacts workspace is available for locating existing contact records, initiating
new contact configuration, and opening contact records for editing.

Related pages

e Configure Accounts

» Data — Learning Path
o Data — Overview

e Projects

o Reference list

o VL registrations

o **Apply Deductions

e Close Fully Paid Invoice**
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