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1. Click On Accounts

2. Type In The Name Of The Company



3. Click On The Company



4. In The Primary, Secondary Or Third Contact Field Type The Name Of The
Person You Need To Add.

5. Select The Person's Contact Record From The Option Menu



6. Click On Save



7. Click On The Name Of The Person You Just Added To Enter Their Contact
Record.



8. Click On More Tabs



9. Click On Committee Members 



10. Click On New Committee Member



11. Type "Corporate Partners"



12. Select The Corporate Partners" Committee Option



13. In The Title Field Type "Corp Partner - Company Contact" 



14. Select Either The Primary Contact, Secondary Contact Or Additional
Contact Depending On What Their Role Is.



15. Select Their Term Start Date



16. Select Their Term End Date

The committee term should end 30 days after the current CP term ends. 

Example: Dynavax expires 12/31/24, so I gave the key contact an additional 30 days on the committee/portal
access to basically get them through the end of the CP's 30-day grace period.



17. Click On Save



18. Click On Additional



19. Ensure That The Field Titled "Corresponding Contact Web Role Record"
Displays The Correct Primary, Secondary Or Third Contact Record.



20. Click Save & Close


