CCH iFirm Learning Portal

Setting Up Contact Dynamic Fields

You can add your own fields for use in Contacts and other CCH iFirm modules. This enables you to specify
additionalinformation that you want to store about your clients. You can then change the order in which
dynamic fields display in a contact's profile. In addition, you can structure your dynamic fields into groups
and include them on the Details screen.

Dynamic Field Groups

If you are working with various Dynamic fields and wish to group them, you can create a dynamic field group
category.

To create a dynamic field group:
1. Fromthe Contacts Settings page, click Dynamic Fields.

2. CCH iFirm displays the Dynamic Fields page. Click the Edit Dynamic Field Groups button.

Dynamic Fields

+ Add Dynamic Field Order Dynamic Fields Edit Dynamic Field Groups

Q, Search in dynamic fields

3. CCH iFirm displays the Dynamic Field Groups page. Click Add Dynamic Field Group.

Dynamic Field Groups

+ Add Dynamic Field Group Order Dynamic Field Groups

Group Name Available on 'Details' Screen
Mailing List Yes

Services Provided

Engagement

Misc

4, CCH iFirm displays the Add Dynamic Field Group page, type the group name description, and select the
checkbox if you want this dynamic field group available on the Details screen in contacts. Once the
informationis complete, click Save.
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Add Dynamic Field Group

Group Name

Mailing List

Make this group available on the 'Details' screen in contacts

5. CCH iFirm returns to the Dynamic Field Groups page. Now you can create the dynamic fields.

You can add your own fields for use in Contacts and other CCH iFirm modules. This enables you to specify
additionalinformation that you want to store about your clients. You can then change the order in which
dynamicfields display in a contact's profile. In addition, you can structure your dynamic fields into groups
and include them on the Contact Details screen.

Dynamic Fields

To create a dynamic field:
1. Fromthe Contacts Settings page, click Dynamic Fields.

2. CCH iFirm displays the Dynamic Fields page. Click Add Dynamic Field.

Dynamic Fields

+ Add Dynamic Field Order Dynamic Fields Edit Dynamic Field Groups

3. CCH iFirmdisplays the Add Dynamic Field page. Select your field type. Keep in mind that the display
options will vary based on the option selected. The options include:

= Select (yes/no)

= Select (blank/yes/No)
= Text Field

= Text Area

= Date Field and

= User-Defined List

4, Forthisexample, select the blank/yes/no option.




Add Dynamic Field

Field Type

select (yes/no)
select (blank/yes/no)
text field

text area

date field
user-defined list

5. Complete theremaining fields that now display.

= Field Label - The question you want to ask

= Field Label Abbreviation - An abbreviationfor the question

= Dynamic Field Group - Allows you to categorize the question type
Default Value - Allows you to indicate an answer to display by default

Field Type

‘ select (blank/yes/no) v|

Field Settings

Field Label

Field Label Abbreviation

|

Dynamic Field Group

None

Default value

I

6. In the Security section, selectthe roles that can view and edit this dynamic field. For the purpose of this
lesson, we will leave them as is. Note that dynamic fields based on Yes / No fields types will also have
the functionality to send email reminders to members of your team.




Security

Viewable by roles
Contacts - View Only
Contacts - View, Add and Edit Contacts

Editable by roles

Contacts - View Only
Contacts - View, Add and Edit Contacts

7. Inthe Emailsection,you can set the behavior for when CCH iFirm will send an email, the email title and
subject,and the body of the email.




Send an Email

No w

Email Title

Email Subject

Email Text

“

8. Finally, select whether you wantto include client contact details in the email, and if you need to send an
emailreminder to the client, partner, manager, or any of CCH iFlrm general users.

9. Once the preferences have been set, click Save.

Include client contact details in email
N W

send an email reminder to

Cclient

[Jclient partner
[Jclient manager
[J Administrator
[JGeneral User
(J Georgia Smith
[Jmegan Caldwell

10. IFirm returns to the Dynamic Fields page.




