


 
 
We decided that “Brown, Jeffrey” was the first contact record that Maryanne referred to you.  Select 
“Brown, Jeffrey” with a single left click and hold down the mouse button and drag “Brown, Jeffrey” 
into the “Links To” tab.  The initial screen on this test displayed “Advisor”.  We clicked the down 
arrow and selected “Referred To” and then proceeded to the next contact record “Carlton, John”.  For 
this contact record, we clicked on the “From” tab and followed the same process but dragged 
“Carlton, John” into the section indicating Maryanne was referred to the WorkCenter user from John 
Carlton.  You can see in Maryanne’s contact record John is now linked. 
 

 
 
Save the contact record by clicking on the red “X” in the top right corner of the contact display 
screen.  This will save the contact and also close the contact record inside WorkCenterU.  
 
Each time you open this contact record and click on the “Links” tab, you will notice the contact that 
referred Maryanne to you and also any contacts that Maryanne referred to you.  



Using the Contact Referred To and Referred By Fields: 
 
As a WorkCenterU user, you can also enter one contact that a contact referred to you and also note 
the person who referred this contact to you.  Using this approach, you have a database field that gives 
you the ability to display these fields in a Contact Report.  To accomplish this, open the contact 
record (for this example, we will also use the “Maryanne Anderson” contact record).  Click the “Info’ 
tab located at the top of the contact record.  You will now see the two fields that you can manually 
use to add the names as displayed below in this screen view.  
 


