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STEP 1

Go to the settings
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STEP 2
Select rules and Macros in the Admissis section
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STEP 3

Click Create rule
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STEP 4

Select Start from scratch
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STEP 5

Give the rule a title : company name + new clients
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STEP 6
Click here
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STEP 7

Select any inbox
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STEP 8
Add the first condition
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STEP 9

select : to field contains
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STEP 10

paste the contractors Admissis email in the email field
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STEP 11

Add the second condition DO NOT SELECT OR
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STEP 12
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STEP 13

Add : Contact details of the client you bought to the subject line
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STEP 14

Select action button
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STEP 15

Select add tags
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STEP 16

select the created tag for the contractors new clients
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STEP 17
Click here
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STEP 18
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