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Reassign Contacts in JOBZ!

A Sales Rep has access to a given contact record in ADDRESS by virtue of the fact that their name is in
the Sales Rep field on that record. At the most basic level, changing the Sales Rep name changes who
can access that contact.

The Sales Rep name can be changed on either the Input screen Ownership tab or in the List view. (1)
With version 14.0, either a Manager OR the current Sales Rep can reassign a contact by selecting a
different rep's name in the Reassign To field and clicking the Reassign link. The change will be recorded
in the Contact History fields. (2)

In versions prior to 14.0, a Manager can manually change the name of the Sales Rep and add the event
to Contact History, using the Last Contact fields to note the change.

Tip: Pull down Go To > Manager, and select the History tab for a view of that Contact History, and a
private Manager-only notes field. Check the Monitor This Contact box, (3) and any time you wish, click
the List Monitored button to see all such contacts. (4)

To automate the reassignment process and keep track of the history, perform a FIND for all contacts that
you want to reassign to a new single rep, and change to the § View list. (5)

Use the Omit button [ Q ] to narrow down the found set. (6)

Click the link in the upper right Prepare to Reassign Accounts. This will make a note of the rep currently
assigned to each of the contacts in the found set. (7)

Then change the rep in the top, highlighted row to the new rep, and click the Reassign X link that
appears in that row. It will then go through all the contacts, changing them to the new rep, and the history
field will contain an entry noting the date of reassignment and who it was reassigned from. (8)

To give the new rep access to the actual JOBS that a previous rep had completed for that customer, see
our PDF Brief "Reassign Jobs in JOBZ!"
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Segment View

Company  Name  Lead Source Modified Select X  Category Vertical
Buffalo Rome Allen Wrench 408-666-7356 O Account  Agency
Knowhow Heywood Jabuzzoff 408-666-7356 O Account Annual
Abort Retry Ignore Caesar Boldly 408-666-7356 O Account  Target
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