
Select multiple 
contacts by clicking on 

avatar (photo/icon)

Click on  
“Team Contacts”

After selecting 
contacts, notice new 

editing options appear



Click on the drop 
down menu for “Set” 
and select attribute 

“Assign To”



Click on the drop 
down menu for “To” and 

select attribute team 
desired team member



Click “Save” to 
confirm changes - 

contacts will be instantly 
re-assigned to selected 

team member


