1. Click “Add Contact”
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2. Click on “Search for a Contact”
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How do you want to add a contact?
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3. Type users first and last name and click next:
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Enter information in at least one field below, and then click Next to
start your search.
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4. If there is more than one match, choose the appropriate user and click ”next”:
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Select the person you want and click MNext.
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