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Before we get started, some housekeeping…





1. Close any open apps 
2. Ask and we’ll answer 
3. Have fun!



1. Close any open apps 
2. Ask and we’ll answer 
3. Have fun!



1. Close any open apps 
2. Ask and we’ll answer 
3. Have fun!





1. Primer on contacts 
2. Overview of contact settings 
3. Managing and filtering work 
4. Demo
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Primer on Karbon contacts



The ins and outs of contacts
• Three types: People, organizations, and client groups. 

• People: Individuals you work with (have an email). 

• Organizations: Businesses you work with (don’t have an email). 

• Client groups: Can be any number of people and organizations. 

• Contact cards: People can be individuals & associated to orgs. 

• Contact types: Categorize contacts into groups. 

• Contact details: Track basic, details/cards & accounting details  
(use the Details tab).



How to add contacts

• Global add: Press “+” button in upper right. 

• From Triage: Click name & “Add contact”. 

• From email: Import from Contacts. 

• Bulk upload: Request via Help & Feedback.



Add people, organization, and groups





How to download contacts
• Export to Excel from the Contacts area 

• Requires Admin access
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Overview of contact settings



Set your Contact Settings…



… to power your Contacts



Tips & tricks of contact management
• Preferred names: Add to power the personalization of client tasks 

• Client IDs: Use client IDs to power Karbon search to find exactly what you want. 

• Quick add: Add a person by clicking their name within Triage. 

• Quick review: Hover of a person’s name in Triage to see their background details. 

• Bulk review & update: Request your complete export via Help & Feedback 
(requires Admin and Karbon Champion approval). 

• Keep in sync: Use integrations to keep contacts in sync with other software.



Learn how: www.karbonhq.com/zapier
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Managing and filtering work



Managing work with contact settings
• Assignee: Colleague who owns the work item. 

• Client Owner: Colleague who owns the client. 

• Client Manager: Secondary owner of the client. 

• Client: Choose client(s) to view work by. 

• Client Group: Choose group or groups to filter by. 

• Client - Contact type: Narrow dataset by contact type. 

• Client - Fiscal Year End: Specify fiscal year end for 
each client and then filter by given month.



Demonstration in Karbon
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Wrap up



1. Primer on contacts 
2. Overview of contact settings 
3. Managing and filtering work 
4. Demo





Questions?



Thank you
Get Karbon — karbonhq.com 

@KarbonHQ 
ian@karbonhq.com  |  andi@karbonhq.com
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