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For quick and easy transfers using the contact list from the agent screen, Administrators can

add, change, and modify contacts within the contacts screen.
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Adding a Contact

Note: The “Name” & “Email” input boxes are mandatory fields (See Contact Quick Add
Section to quickly add a contact if you need more information regarding adding phone

numbers, and other contact information, use the following steps).

1. Click the New button, + , located in the top right corner of the contact screen; the

following pop-up screen will appear below:

& Edit Profile

Name ‘ |

Company ‘ |

Birthdate ‘ |

Cender Male © Female

National ID

Email

Work Phone

Mobile Phone

Home Phone ‘ |

Other Phone

Home Address

Work Address

Description

Save Close
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2. Starting from the top, in the “Name” input box, type the new contact’s first and last

name as seen below:

Note: The “Name” & “Email” input boxes are mandatory fields (See Contact Quick Add

Section

Mame John Smith

3. In the “Company” input box, type the contact’s company’s name, as demonstrated

below:

Cormpany John's Call Center

8

4. Click the birthdate input box; dates have to be entered using the following format:
YYYY-DD-MM. A calendar will also appear to assist in selecting the contact’s

accurate birthdate, as shown below:

Birthdate 2020-03-04
Gender | !
. Su Mo Tu We Th Fr Sa
Mational 1D
29 30| 31 1 2 3 4
Email 5 6 7 8 9( 10)] 11
12 13 14 15| 16| 17| 18
Home Phone 19 20 21 22| 23| 24| 25

26 27 28 29 30 1 2
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5. Select a gender; two selections can be made, as shown below:

Fard Male " Female

6. In the “National ID” input box, the contact’s nationality can be typed in as

demonstrated below:

Mational 1D United States

7. In the “Email” input box, type the contact’s email address as shown below:

Email l johnsmith@johnscallcenter.com

8. In the “Home Phone” input box, type the contact’s home phone number:

Home Phone { +18000000000

Note: Phone numbers need to be inputted in the number format designated in the dialing

rules. See Dialplans for determining proper number format.

9. In the “Work Phone” input box, type the contact’s work phone number:

Work Phone +18000000000
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Note: Phone numbers need to be inputted in the number format designated in the dialing

rules. See Dialplans for determining proper number format.

10. In the “Mobile Phone” input box, type the contact’s mobile phone number:

Maobile Phone +18000000000

Note: Phone numbers need to be inputted in the number format designated in the dialing

rules. See Dialplans for determining proper number format.

11. In the “Other Phone” input box, type the contact’s other phone number:

Other Phone +18000000000|

Note: Phone numbers need to be inputted in the number format designated in the dialing

rules. See Dialplans for determining proper number format.

12. In the “Home Address” input box, type the contact’s home address, an example is

shown below:

101 John's Wa}.r,
Anywhere, USA, 10000

Home Address
p
13. In the “Work Address” input box, type the contact’s work address, an example is

shown below:

101 John's Way,

wWork Address _Anywhere. UsA, 10000 5
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14. In the “Description” input box, type a description, an example is shown below:

Description Call Ce nterl

-
. . . Save
15. After all the desired additions have been made, click the save button, ,
the following pop-up window will appear:
|
| o |

100%
Mew contact information were saved

Okay

16. Click the Okay button, Okay , to acknowledge the addition; the new contact

will be located in the contact list as seen below:

Name Company
Email Name Company
johnsmith@johnscallcenter.com John Smith John's Call Center
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Editing a Contact

1. To edit a contact, click the edit button, “ , located on the far right of the Contact

Name after the “Other Column” as shown below:

+HCHDE

Other

After clicking the edit button, the contact pop-up window will appear as shown.

@ Edit Profile

Name [ ‘

Company [ ‘

Birthdate [ ‘

Ceander Male ' Female

National ID

Email

Home Phone

Work Phone

Mobile Phone

Other Phone

Home Address
Work Address

Description

Save Close

All edits can be made using this pop-up window, such as adding and changing contact

information.
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2. Make changes as desired.
3. Once the desired changes have been completed, the information can be saved by

clicking the save button, e , the following pop-up box will appear:

| J

100%
Mew contact information were saved

Okay

. Okay
4. Click the Okay button, , to confirm the changes.
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Contact Quick Add

1. Click the New button, + , located in the top right corner of the contact screen; the

following pop-up screen will appear as shown below:

@& Edit Profile

MName [ ‘

Company [ ‘

Birthdate ’ ‘

Conder Male - Female

National 1D

Email

Home Phone

Work Phone

Mobile Phone

Other Phone

Home Address
Work Address

Description

Save Close

2. Inthe “Name” input box, type the new contact’s first and last name as seen below:

Mame John Smith
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3. Inthe “Email” input box, type the contact’s email address as shown below:

Ernail johnsmith@johnscallcenter.com

“Name” and “Email" are mandatory fields, other information can be inputted if desired.

4. Add additional contact information as desired (Refer to the Adding a Contact

section)

Save
5. After all the desired additions have been made, click the “Save” button, ,

the following pop-up window will appear:

100%
Mew contact information were saved

Okay

. Okay
6. Click the “Okay” button, , to confirm the changes.
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Deleting a Contact

1. From the Contact Name list, click the delete button, * , to the right of the edit button,

“ . When the delete button is clicked, the following pop-up will appear:

demo.callcenterstudio.com says

John Smith view person will deleted permanently Do you

want to continue?

5 l
e Selecting the cancel button, U , will cancel the deletion.

o Selecting the OK button, “ will confirm the deletion.

2. Confirm the deletion by clicking the OK button, “

The screen will reload, and the deleted team will not be shown.
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Importing a Contact List

A contact list can be imported to facilitate the quick addition of large quantities of contacts.

1. Write your Contact List in an excel sheet, as shown below.

Home Insert Draw  Page Layout Formulas Data  Review View

fras ‘ & | = o &
I—I:Ilv & Calibri (Body) vz v AN A ==8 | &~ 3 v General v ﬁ v %v Ejv B insert v i %? & /O S
| Iy~ T Delete v v
Paste e LIy = = = = 5= {2 = v 9 €0 .o Conditional Format  Cell iy Sort& Find &
< By — = = = == Er% 9 0o Formatting as Table Styles [ Format v X v Filter  Select
H19 5 fx
A B C D E F G | il K L M o P Q R
1 Name Company  Email Birthdate  National ID Customer ID Gender  Mobile Home Phone Work Phone Other Phone Home Addre: Work Addres Custom
2 JohnSmith Call Center S john.smith@ 7.05.1985 123456785 123456789 Male 1737212 98 66 44 129 550 0000 12109 Lake Stone Dr Austin, TX 78738
3 AnnaTerry Call CenterS anna.terry@ 20.03.1580 123456785 123456789 Female 1737 2129866 44 129 550 0000 12109 Lake Stone Dr Austin, TX 78738
4
5
6
7
8

9
10
1
12
13
14
15
16
17

2. Go to “File> Save as” and save it in a CSV UTF-8 Format, as shown below.

Save As:aContact Lisﬂ. [

Tags:

Where: | |

Online Locations File Formz

6789 Female 1737 212 98 66 &

Excel Workbook (.xlsx)

Excel 97-2004 Workbook (.xls)
v CSV UTF-8 (Comma delimited) (.csv)
Web Page (.htm)
Excel Template (.xltx)
Excel 97-2004 Template (.xlt)
PDF

Excel Macro-Enabled Workbook (.xlsm)
Excel Binary Workbook (.xlIsb)

Single File Web Page (.mht)

Excel Macro-Enabled Template (.xltm)
Tab delimited Text (.txt)

UTF-16 Unicode Text (.txt)

Excel 2004 XML Spreadsheet (.xml)
Microsoft Excel 5.0/95 Workbook (.xIs)
Comma Separated Values (.csv)
Space Delimited Text (.prn)

Macintosh Formatted Text (.txt)
MS-DOS Formatted Text (.txt)
Macintosh Comma Separated (.csv)
MS-DOS Comma Separated (.csv)
Data Interchange Format (.dif)
Symbolic Link (.slk)

Excel Add-in (.xlam)

Excel 97-2004 Add-in (.xla)

Strict Open XML Spreadsheet (.xlsx)
OpenDocument Spreadsheet (.ods)
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3. Click the import button, E , located in the top right corner of the contact screen; the

following pop-up screen will appear as shown below:

@ Upload new campaign list

Upload :| choose File | No file chosen
Upload
EFile has a header row

Save Close
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4. Click the “Choose file” button and choose the saved file described above in a CSV

UTF-8 format.

@& Upload new campaign list

Upload . ‘Choase File | Matt Last.csv
| Upload"!.
EFile has a header row

Save | Close |

5. Click the upload button; then the following pop-up screen will appear as shown

below:

100%

Okay
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6. Click the Okay button, ¥ , to confirm the upload. Once the uploading process

is done, the following screen will be seen as shown below.

& Upload new campaign list

Upload :| choose File Contact List.csv
{ 'Upl.oad |
EFile has a header row
Uploaded file : &3

Name C ¥
‘Company - 4
Email ' N

Birthdate a

National ID :]
|Customer ID - 2

‘Gender | 4

‘Mobile ' s
Home Phone :]
'Work Phone ' N
‘Other Phone - =)

'Home Address -

Work Address :]
;Cust_nm - ¢_
| Add |

Save Close
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7. Choose the matched column names from the dropdown lists, as shown below.

@ Upload new campaign list

Upload :| choose File | Contact List.csv
Upioad
EFile has a header row

Name | Name ¥
Company [ "Eompa ny # |
Email CEmail 4]
Birthdate | Birthday N
National 1D | NationalID—.‘j
Customer ID | Customer ID #
Gender | Gender #
Mobile ' Mobile s
Home Phone | Home Phone ¢|
Work Phone i_Wb_rii__Fsﬁune ¢|
Other Phone |0_t|?P;|;I_'IT_¢|
Home Address |H(K E:Id?s#l
Work Address | Work Address ¢|
Custom | Custom $-|
Add

Save Close

8. Once the desired selection is made, click the add button, Add , the following

pop-up window will appear as shown below:

x

@ Upload time changes by data row
count

Okay
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9. Click the Okay button, Oy , to confirm uploading. Then click the save button,

Save

10. Click the Close button, -

11. Click the refresh button, c , to see added contact list.
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Searching for a Contact

There are two ways to search for a Contact, as explained below:

Name

1. Click the “Name” input box, type the contact’s name as shown below:

| fial
Name John Smith|

Note: Partial names can be used, when spelled correctly.

Company

1. Click the “Company” input box, type the contact’s company name as shown below:

Company John's Call Center

Note: Partial company names can be used, when spelled correctly.
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