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CHAPTER 27 – CONTACT MANAGER  

27.A 
Introduction to the Contact Manager Window 
The Contact Manager window is the central administrator for your Fire 
Department’s contacts.  
You can make use of its capabilities in four ways. 
 
1) It can be used to record and store information and notes regarding your 
contacts. These can be added to or edited at any time.  
 
2) Contacts in Contact Manager can be marked to be used as suppliers for Purchase 
Requests (Chapter 23). Contacts that are identified in Contact Manager as 
Suppliers will appear in a pop-up menu on the Purchase Requests window under 
Suppliers.  
 
3) The Contact Manager feature is linked to Account Transactions (Chapter 22). All 
contacts entered in the Contact Manager will show up in the Payee list. 
 
4) Contacts in the Contact Manager can be marked to be used as contacts on the 
building department permit window (30.C.TABS.30.a). 

27.B  
The Contact Manager Window 
To access the Contacts window, go to: 
FirePro 2 à Contact Manager 
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27.C 
The Contact Manager Window Fields 
(COLUMN HEADINGS) BUSINESS NAME, FIRST NAME, ETC 
Click on any of these titles to sort the contact list by that column. 
 
PRIMARY CATEGORY & SECONDARY CATEGORY 
You can sort your contacts into categories by assigning a Primary and a Secondary 
category to each contact.  
 

To create categories, see 

20.165 
 
SHOW ALL (DROP DOWN LIST) 
You can choose to show all contacts, or only show contacts with a specific category. 
 
SUPPLIER  
Click in the Supplier Check Box at the bottom of the Contact Manager window to 
identify a contact as a supplier.  This will add their name to the Supplier list in the 
Purchase Requests window. 
 
BLDG. DEPT. 
Click the Bldg Dept. Check Box to identify a contact as a Building Department 
contact. This will add their name to the Name list drop-down in the Contacts tab of 
the Permit Application window. 
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27.D 
The Contact Manager Buttons 

27.D.20 

 
The Find Button allows you to search for data from any of the available fields in the 
Contact Manager window (see 27.G.20).  
 

27.D.30 

 
The Print Button allows you to print a report (27.R) listing all of the contacts in the 
list. 
 
 

27.G.20 
Finding A Contact 

To locate a contact record, click on the Find button (27.D.2) and enter your search 
phrase in the Dialogue Box then click OK. The program will look for whatever you 
type here – all fields in all contact records are considered. 
 

 
 
Note that all fields (including “Notes”) in all records are considered in a search. So 
even if the business name does not include the word “Footwear”, businesses would 
be found if the word footwear is somewhere in their record. 
 
 

Note:  
If you want to find a record by the person’s name, enter either the first or last 
name in the dialogue box. First and last names are entered as two separate fields 
so they cannot be found simultaneously. 
 



 
 

Chapter 27 – Contact Manager – Updated April 5, 2007 

27.R 
Reports 
The Contact Manager Report is accessed through the All Contacts List window. 
(27.G.10).  
 

 


