Accounts Manager - Scribe™
Adding a New Agency

1 Click on Communications Center (Envelope icon on left side)

Q Client Search = Welligent $ Billing Manager A My Alerts [ Log Out

Welcome back, Sara Lowelll % @ Support

Today at a Glance
My Toolbox

My Recent Clients

Test, Daisy
Doubtfire, Dolly
Test, Tuesday
Test, Fluff

Test, Cucumber
Test, Rosita
Test, Lemon
Number, Cell
Test, Orange
Test, Saturday
June, May

Test, February
Bannana, Baby
Test, Keylime
Test, Mango
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2  Click "Accounts"

Q ClientSearch | EEEIEITEl: _ $ Billing Manager | A My Alerts @ Log Out

Welcome back, Sara Lowell! £ @ Support

Mailbox

! Announcements
Test, Daisy & JDawnloads
Doubtfire, Dolly | b

Test, Tuesday L] fnts
Test, Fluff & Contacts
Test, Cucumber
Test, Rosita
Test, Lemon
Number, Cell
Test, Orange

Test, Saturday
June, May
Test, February
Bannana, Baby
Test, Keylime
Test, Mango
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3 Click "New" to enter a new Agency

Q, Client Search = Welligent $ Billing Manager A My Alerts @ Log Out

Welcome back, Sara Lowelll % @ Support

mmagw .

Status: Active v

Program Type: v X%
Account Type: | K
County:

Zip:

Grouping: v K

External ID:

State Type Phone Status Special Grouping
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4  Enter Agency information. Be sure to select "Active" in the Status field.

on

© Account Details:

Name:

Status: v | K

Type: ~ %

Welligent |D/External 1D: 0 /

Street Address:

Account Rep: Q,

Ciy:

County:

State: Rl - Rhode Island ~
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