ClickFORMS Quick Start Guide

Client Lists Instructions

To add a new Client to the Client Database:

1. In ClickFORMS, Click on Lists, Show Clients List or click on the Database icons on the
Task Bar and select Show Clients List...
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Show Clients List...
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Show Comparables List...

2. To add a new Client, Click on [New] and then enter the Clients information and enter a
Quick Lookup Identifier, Click on [Save].
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Show Comparables List...

Show Clients List...
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{% Client List X]

Saye | Delete |

Bank of the West

i it Contact Info Preference E xport/Print
gftg_?:::‘;i;rgggelnc |dentifier: iWeII Fargo D: :129
Mr/Mrs: iMr jFirst :Jack jLast :Jones
Company iWeIIs Fargo Bank
Address: | 1897 Merdian Ave
City: iSan Mateo St.it.é. Zip :95115
Phone: | 993-555-4455 Fax | ‘
Cell Ph.: | Pager
EMal |JJ129@earthiink nef
Notes: |

Close

Mumber of Clients: 1
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To transfer a Client to your report:

1. In ClickFORMS, Click on Lists, Clients List or the Clients Database lcon

Lists | Insert GoTo Tools Services :

Show Clierits List... 8 T show Clients List

Show Reports List...
Show Neighborhoods List...

0 @ @ @

Show Comparables List...

2. In the Clients Quick Look-up List, Click on the Client or type the first letter or two of the

Client/Lender Name on the Keyboard you wish to Transfer to your Report then Click on
[Transfer].

% Client List %)

Transfer Close
Preference |
| ip: 123

Bank of the ‘West ‘ Contact Info
Firist National Ban

{ ..l' ope. [
gf?—?::;: ;:;rgéag e 1Ny Identifier: | Bank of the West

Export/Print

Mr/Mrs: | ‘First ’Doug ‘Last ‘Wallace
Company Bank of the West
Address: ’1824 Mercury Lane

City: SanJose | st/ca | Zip |95128

3. The data is transferred to the appropriate cells in the Report.
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