
INDIVIDUAL

• First sub menu in Master menu is individual, when user clicks on the individual sub menu, then 
the list of individual client will be opened where the user can view the details of the individual  
masters.  The  individual  masters  are  designed to  create  the  profile  of  Owners, receivers, 
suppliers, managers etc.



• Click  on  Add button  where a  new page will  be  opened.  Now the user  will  start  with the 
creation of  Personal  Details of  the individual.  The user has to fill  all  the details  which are 
mandatory (red marked). 

 



• Import function lets you import the data into one application program from another.
• When user tick on the import details Check box then he/she is able to import the detail of 

father's name, Mother's name, spouse name as shown below.

Import 
Detail 

Check box



• After completing the personal details next step is to add the address details of the user.

• A new Panel will be opened in which user has to fill all the details which are required. After  
filling the same, save the details and proceed further. You can also add multiple address of the 
individual in the same manner. Import from address 

Click On 
the Save 
Button

Click On 
Add button



• Click  on  contact  details Tab,  Where three  tabs  are  situated at  the top  of  the  application i.e. 
Telephone number, Mobile no., Email id. 

• Click on Telephone number tab, Where a new application window is open & then press New tab

• Fill all the contact related details which are mandatory. After filling the same, save the details 
and proceed further. You can also add multiple  telephone no. of the individual in the same 
manner

Click On 
New 

Button



• Click on Mobile number tab, Where a new application window is shown.-----do-----

• Fill  all  the  mobile no.  related details which are mandatory.  After filling the same, save the 
details and proceed further. You can also add multiple mobile no. of the individual in the same 
manner.

Click on 
Save 
button

Click On 
New 

Button

Click On 
New 

Button

Click on 
Save 
button



• Click on Email ID tab,  Where a new application window is shown------do----

• Fill all the  Email related details which are mandatory.  After filling the same, save the details 
and proceed further. You can also add multiple Emails of the individual in the same manner.

Click on 
Save 
button

Click on 
New 
button




