
Welcome to the AdHub 
dashboard / home page

click on ‘bell’ to 
view notifications

Upcoming 
appointments/tasks

sync with existing 
calendars - e.g. 

Outlook, Google Cal, 
iCal, Fantastical

Settings

Navigation 
Bar



Notifications show 
recent contact transfers (in/out) 

and any tasks assigned to you by 
other team members



You will receive an email 
notification when receiving a new 

contact as well



click on: “search” bar and 
start typing a name of 

existing contact. Search bar 
auto files with possible 

options. Click on name to 
view contact

click on: “Add 
Activity” to log any 
interaction with the 

contact



click on: “My Contacts” 
to view full list of 

contacts available/
assigned to you for 

follow-up Edit contact 
details

Add activity

View contact 
details

Status column: 
member/non-

member

Filter contact view 
by status

click on: contact 
name to view full 
contact details

Add new 
Contact

Contact list 
view



Individual 
contact summary 

view

Click tabs for 
more details

Additional 
contact info

re-assign/transfer 
contact to another 
user in your team

Add family 
connections

Shows all teams/
churches a contact 

is part of

Add/change 
contact photo

Show/edit status: 
non-member / 

member / deceased

edit contact detailscontact details



Individual contact 
activities view

Click “Add Activity” 
to log new interaction

Activity history

Two activity types can be created 

1. “Todo” - a future activity needing 
to be completed 

2. “Completed” - an activity that 
has already happened



Individual contact 
address view

Click “Addresses” to 
view contact addresses

Home/Mailing 
addresses

Edit/
delete



Individual contact 
notification view

Click “Notifications” to view 
contact communication 

preferences

Enable/disable various 
communication 

preference for contacts 



Individual contact 
settings view

Click “Settings” to view 
extra contact options 

This page is only relevant for 
Team Leaders/OwnersOnly Team Leaders/

Owners can delete 
contacts



Events view

Click “Events” 
to view/add/
edit events

Add new event

Add new session of existing/recurring event. 
e.g. Evening session of public program, Weekly SS or 

Church attendance 

View/edit past 
events

Filter by event type  (e.g. small 
group, public, SS, etc)


