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CCH iFirm Learning Portal 

 

As a general user, if you have the Contacts – View, Add, and Edit Contacts security role, you can add a new 
client manually using the Contacts menu.  
 
1. From the Contacts page, click Add Contact. CCH iFirm displays the Add Contact page.  

 

 

 

 

 

 

 

 

 

 

 

 

The setup for a new contact consists of four tabs. The table below describes the information you will 
complete in each tab. 
 

Name Description 

Details 
Use to complete contact name, address and other contact 
information. This is where you identify the contact as a client 
and select the entity type.  

Profile 
Use to complete additional details, such as tax year 
information, client type and categories, and client history 
information. 

 



 
 
 
 
 
 

 

Name Description 

Billing 
Use to add any client-specific interest rates, rather than global 
rates. This billing section is available only when your site also 
has Practice Manager. 

Additional 
Addresses 

Use to add alternative address information. 

 

2. Once you complete any applicable information for this contact, click Save. 

3. CCH iFirm displays the Contact Details page. Use the tabs to review information for the contact, answer 
Dynamic Fields questions, and add Notes or Reminders for this contact. 

4. Use the buttons along the top to add this contact to a group, create a relationship, or invite this client to 
use the Client Portal. 

 

 


