Add contacts - follow up with
customerss

This article applies to:

Promptly follow up with your new contacts with an email sent directly from their
contact record.

Send Follow-up, Introduction, or Invite to set appointment
email

1. Navigate to Contacts > People located on the left navigation
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2. Click Add a Contact
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Let's add some contacts

Bring your contacts together for complete organization.

Add a cantactb Import contacts

3. Complete the form and click Save

Add a contact v

Lead . Client Other
First name Last name
Michael Thomas

4. Select an action, such as Introduce yourself, or click the close button




Introduce yourself

Invite to meet

[ Add another contact J

5. Review and edit your introduction email

6. Click Send

X  Send an email

To:  michaelman@example.com

From: "Service Design" <onbeoarding@keap.com> v

Subject: Here's my info
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Hi [[contact.first_namel]],

It was so nice meeting you. | just wanted to share my contact information with you. Please let me
know if | can be of service. | look forward to the opportunity to work together.

Thank you,

Signature
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