2.6 Customer Contacts

The Customer Contact feature displays a list of all Contact Entry Notes that have
been entered. It serves as a monitoring report that can be filtered and sorted in a
number of ways to display broad or narrow results. This feature is available when
the Contact Entry feature is used to track customer contact.
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The Customer Contacts list can be displayed in three different ways:
O Contacts Last 30 Days — incoming and outgoing customer contacts within
the last 30 calendar days
® All Contacts — complete history of all incoming & outgoing customer contacts

© Outstanding Contacts — pending callbacks to be cleared/resolved



Filter Customer Contacts

The Customer Contacts list can be filtered and sorted by using the Column Head
and the Grouping Section. Column Filters can be used to further narrow the

customer contact information.
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To filter the customer contacts list:

Drag and drop any Column Header(s) into the Grouping Section.
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Click on the Column Filter of any Column Header and select from the criteria options
to narrow the results. Click when finished.
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Click the side arrows to view customer contact(s) entered under the filters selected.
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ALL selected filters are displayed in a Link located at the bottom of the list, as shown

below.
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Generate a Customer Contacts Report

Filter and sort the Customer Contacts list to the relevant and desired criteria.
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Click Export List and select the document type to export the filtered Customer

Contacts list into a downloadable report.
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