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Introduction

Farlon Phone Book Administrator is a user-friendly tool to help you
maintain the databases that are available in Farlon Agent Desktop’s
tabs: Transfers, Phone Book and Contacts.

Who is this manual for?

This manual is written for Contact Center employees who use Farlon
Phone Book Administrator to administrate phone book data in Farlon
Agent Desktop.

Conventions Used

Bold Tabs, function buttons and shortcut keys.

Italic Program elements, program window names and
buttons.

% NOTE Helpful notes and additional information.

g' List of different procedures that achieve the same
Etc. outcome.
1. .
2 List of step-by-step procedures.
Etc.
. List of program elements or features.
> Menu choices. For example, “choose Home>New"”

means “choose the tab Home, and then click on
New button.”
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User Interface

Farlon Phone Book Administration’s user interface is very similar to Farlon Agent
Desktop’s interface.

o v Ttk =
3 o clo : Fol Test Search
x N\
B e ——
et BETS 1 =l i
medarbajderz +aseeseaTE = v
st = = v
mesrbepdert 208 = @
102 [ v
115 = =
d 1205 = “
h 128 [=} v
1202 = @
o 1107 = =
1302 [} v
1300 = @
« 00 [ v
Assstons Tekrisk 1 1207 = =
soghalder Acwrisraston [ 1209 = v
co " 1204 = v
Dk | 1109 = @
vatets [l 1209 = v
sericn o e [} v
seriee = @
Aanstrstion £ 1109 = v
Aciritrasps " 1210 = =
s h 1203 = v
saes - 2o 13838330 = v
sap o o = @
seeic he ) = v
Tekrisk ” 1204 [} v
seric 1 = v W,
o e o i — - g

Fie 1. Farlon Phone Book Administrator user interface

(=]

Title bar shows the program name and the name of the data list or
record window that is currently selected. Use the title bar to move the
application to another position on your desktop.

Adjustable toolbar.

Tab menu contains the following tabs:

I EE
+ Home
+ View
+ Tool

Function button panel. Each tab displays a button panel organized into
function related buttons groups.

NOTE: Function buttons can vary because they adapt to the actual data
list that you are managing at the moment.
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B Navigation pane consists of the following folders with data lists:
¢ 7 Directories:

+ ww Organizations — This data list is for both manual
and automatic administration of the organization data
lists. Organization data is retrieved from your
company’s Microsoft Active Directory.

<+

v NOTE: The Organizations data list will only be available on your
_) installation if your Contact Center has the Farlon Agent Desktop
BusinessCenter Option installed.

. é, Employees — This data list is for both manual and
automatic administration of employee data. Employee
data lists are automatically retrieved from your
company'’s Microsoft Active Directory.

i 3 Contacts - This data list is for both manual and
automatic administration of contact data. Contacts
details are automatically retrieved from your
company’s Microsoft Active.

* @ Queues:

+ (A) Queues - This data list is only for manual
administration of the phone queue data, creating and
adding subjects to queues and linking queues to an
organization.

¢ [ Organization Trees:
+ = Organization Trees - This data list is only for
manual administration of the Organization trees data.
You can structure your company’s organization
tree/trees and then link the company’s employees to
their organizational position.

* 0 System Settings:

. g, Employee Status - This data list is for manual
administration of employee status. You can create,
edit and remove employee status records and also
defined the color to indicate each specific status.

¢ 7 Reports: ‘
+ [JReports - This data list is for generating report
templates in which the data from other data lists will
be retrieved.

n Data area to display the open data list or record windows, formatted as:

+ Separate windows
+ Windows or ranged as tabs

Phone Book Administrator | User Manual
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Navigation

Manual Operation

It is easy to navigate in Farlon Phone Book Administrator. Simply click
on the tab, button or window you wish to select.

Keyboard Operation

You can also enable full keyboard operation of the tab menu and button

panel.
1. Press Alt or F10 key.
2. Letters will appear under the tabs and buttons.
3. Now there are two ways to choose a tab or a button

a. Press a letter key that symbolizes a particular tab or
button.

b. Use arrow keys ¥V €<= to navigate between tabs
and buttons, and then press Enter to select.

Other Navigation Shortcuts

Navigate between tabs:

+ F6 Next tab
+ Shift+Fe6 Previous tab

Navigate between program windows:

+ Tab Next program window
+ Shift+Tab Previous program window

Navigation Pane

The navigation pane consists of different data lists that are divided into
folders. This is an independent program element which can be easily
moved to another position within the program window:

1. Left click on the Navigation pane’s heading and drag the
Navigation pane to another position.

2. Symbols will appear to indicate where the Navigation pane can

be placed. Drop the Navigation pane on the desired position
within the program window.
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You also have access to the Navigation pane’s data lists:

1. Select Show >Navigationi@.

2. Then select the desired data list.

View Settings for Navigation Pane
1. Select View>Panels .
2. An option box appears with three view options:
+ Visible
+ Auto hide
+ Hidden

3. Select the desired view mode.

Phone Book Administrator | User Manual 7
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Data Lists

Organizations

The Organizations data list allows you to administer information about
organizations. Farlon Phone Book Administrator automatically generates
the Organizations data list from the employee and contacts information
retrieved from Microsoft Active Directory.

The Organizations data list will only be available on your installation if

your Contact Center has the Farlon Agent Desktop BusinessCenter
Option installed.

Create a New Organization
A new organization can be created manually in the Organization window.
There are three ways to open a new Organization window:
a. If you already have some open windows in the data area:
Select Home>New| > Organization.
b. From tab |[E|=
1. Click on the icon |[[Z|= in the tab menu.

2. Then select | | New> i Organization.

c. From the Navigation pane
1. Go to the Navigation pane or View>Navigation |@
2. Then select s Directories> :j Organizations.

3. An organization data list appears in the data area.
Next:

a. Right click within the organization data list
window area. An option box appears. Select
New.

Mews Ctrl+M »

Clane... 3

X &|C

Delete Ctrl+D

Clase
Cornmit

Refresh Fs
Page Setup..

Print Cirl+P
Print Preview

Exportta 3

IR = TS S ¢ I <]

Copy Cell Value Ctrl+ShiftsC

Figure 2. Options box
b. Or use the shortcut Ctrl +N.
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-
" NOTE: You can skip Point C, steps 1-3, if the organization data list is
'_') open in the data area.

1. A new Organization window opens in the data area. Enter the
relevant information into the empty fields.
| v « ]

Figure 3. Organization window
2. Save the newly established organization:

a. Select Save button | .
b. Or use the shortcut Ctri+S.

3. If you wish to save the newly established organization and then
close the Organization window:

a. Select Save and Close button Lﬁ

4. If you wish to save the newly established organization and then
create a new organization:

a. Select Save and Create button ;’j

b. A new Organization window appears in the data area.

o

* NOTE: If you wish to save the newly established organization and then
_) create another record type then click on the arrow below the Save and
Create.

Phone Book Administrator | User Manual 9
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Organization Window

£ Organizations

Organization

Organization 1d: ||
Mame:

Presentatian:

Phone Mumber:

Al Phone Humber
Fax Mumber:

Alt Fax Mumber:
Email Address:

Weh Page:

Alk Web Page:

Time: Zone Id:

B Erployses | B cContacts | (@) Phone Queues | G Growps | (i Address | 2 Organization Tree Nodes | 2 Misc Fields

—8

& notes

——Y"

(@ b ~| 8 v

Pmml Address

AU

Display Mame Title:

AN

Figure 3. Organization window

10

The upper section of the Organization window contains the essential
information about the organization.

The bottom section of the Organization window contains additional
information about the organization. Here you can link employees,
contacts, phone queues and child organization trees to the organization.

Tab menu groups tabs by data fields containing additional information
about the organization. Some tabs contain data lists with employees,
contacts, phone queues and child organization trees information. The
Tabs menu can be customized.

The Toolbar is for handling the data lists with linked employees,
contacts, phone queues and child organization trees. The Toolbar can be
customized.

Edit an Organization

All changes to an organization's data can be made in the Organization
window, see Figure 3. All the information fields are editable.

If there is more than one organization in the Organizations data list then
double click on the organization you wish to edit.

Phone Book Administrator | User Manual
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Link Records to an Organization

It is possible to link the following records to an organization via the
Organization window: employees, contacts, phone queues and child
organization trees.

1. Choose the tab that contains a data record type that you want to
link to the organization, see Figure 3, point 3.

2. Select Link L& in the Toolbar, see Figure 3, point 4.

3. A new window opens with a data list containing the chosen
record type. Select the record to link to the organization. If you
wish to select more than one record then hold Ctrl button down
and select all the records you wish to link to the organization.

4. Click Ok to link the selected record or New to create a new
record.

Phone Book Administrator | User Manual 11
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Employees

The Employees data list lets you administer the employee data. This
information is searchable in the Phone Book tab in Farlon Agent
Desktop application. Employee data is synchronized to Farlon Phone
Book Administration from the Microsoft Active Directory.

There are two types of information fields in the Employee record
window:

+ Highlighted information fields are locked and uneditable. These
fields have been imported directly from the Microsoft Active
Directory.

+ The white information fields are editable for manual
administration.

Create a New Employee

Normally, employee data lists are being synchronized to Farlon Phone
Book from your company’s Microsoft Active Directory. This data is
locked.

A new employee record can be created manually in the Employee
window.

There are three ways to open a new Employee window:
a. If you already have open windows in the data area:
choose Home>| |New >&Employee.
b. From the tab [[E]=
5. Click on the icon [[|=

6. Then choose| |New> Iﬁl Employee.

c. From Navigation Pane:
1. Go to Navigation Pane or View>Navigation I@
2. Then select @ Directories> é] Employees.

3. The employee data list window appears in the data
area. Next:

a. Right click within the Employee data list
window area. An options box appears.
Choose| | New. See Figure 2.

b. Or use the shortcut Ctrl+N.

T NOTE: You can skip Procedure C, points 1-3, if the Employees data list is

J open in the data area.

12  Phone Book Administrator | User Manual



Farlon Agent Desktop Phone Book Administrator
Version 2.6

1. New Employee window appears in the data area. Enter the
relevant information into the empty fields.

Figure 3. Employee window

2. Save the newly established employee record:
a. Select Save button |/ .
b. Or use the shortcut Ctrl+S.

3. To save the newly established employee record and then close
the Employee window:

a. Select Save and Close button ‘_ﬁ

4. To save the newly established employee record and then create a
new employee record:

a. Select Save and Create button g .

b. New Employee window appears in the data area.

¥ NOTE: If you wish to save the newly established employee and then
;)/ create another record type then click on the arrow under the Save and
Create q—-j

Edit an Employee

All changes to an employee record can be made via the Employee
window, see Figure 4. Double click on the employee record that you
wish to edit.

" NOTE: You can only edit white information fields in the Employee
;)l window.

Phone Book Administrator | User Manual
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Link an Employee to an Organization
To link an employee to an organization:

1. Open the employee record that you wish to link to an
organization.

2. Choose the Organizations tab, see Figure 4, point 7.
3. Choose Link Li&. A new Organization window appears. Select an

organization then click Ok, or click New to create a new
organization.

Employee Window

Figure 4. Employee window

The upper section of the Employee window contains the essential
employee information.

The bottom section of the Employee window contains additional
information regarding the employee.

Visible For All check box makes the employee record visible to all Farlon
Agent Desktop agents and attendants. Remove the check mark to make
the employee visible to attendants only.

Row Color defines the color for the employee’s information fields in the
Farlon Agent Desktop Phone Book tab's data area.

Employee Status lets you select a status for an employee.

Picture field allows you to upload an employee’s picture.

Tabs allows you to store and maintain additional information about an
employee. Some tabs contain data lists with organizations, organization

trees and nodes for linking to an employee. The Tabs menu can be
customized.
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Contacts

The Contacts data list lets you administer the contacts database. You
can search for contacts information in the Farlon Agent Desktop
Contacts tab.

Contacts data is synchronized to the Farlon Phone Book Administration
from your Microsoft Active Directory.

There are two types of information fields in the Contact Record window:
+ Highlighted information fields which are locked and uneditable.
These have been imported directly from the Microsoft Active

Directory.

+ White information fields are editable for manual administration.

Create a New Contact

Most of the information in the Contacts data list is imported from the
Microsoft Active Directory. However the contacts data list can also be
maintained manually.

There are three ways to open a Contact window to create a new contact
record:

a. If you already have opened windows in the data area:
Select Home> New| | >£ Contact.
b. From the tab [[Z|=
1. Click on the icon []Z|=

2. Then choose | | New> g Contact.

c. From the Navigation Pane:
1. Go to the Navigation Pane or View>Navigation I@
2. Choose 7 Directories> EContact.
3. The Contact data list window appears in the data area:
a. When you right click within the Contact data
list window, the Options box appears.
Choose | | New.
b. Or use the shortcut Ctrl+N.

3

* NOTE: You can skip Procedure C, point 1-3 if the Contacts data list is

J open in the data area.
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1. A new Contact Window appears in the data area. Enter the
contact's information.
> 3 » : 3

Figure 5. Contact window

2. To save the newly established contact record:
a. Select Save button | /.
b. Or use the shortcut Ctri+S.

3. If you wish to save the newly established contact record and then
close the Contact window:

a. Select Save and Close button Lﬁ

4. If you wish to save the newly established contact record and then
create a new contact record:

a. Select Save and Create button ;j

b. A new Contact window appears in the data area.

* NOTE: If you wish to save the newly established contact record and
J then create another record type then click on the arrow under the Save
and Create.

Edit a Contact

All changes to contact record data can be made via the Contact window,
see Figure 6. If there is more than one contact record in the data list
then double click on the contact record you wish to edit.

NOTE: You can only edit the white information fields in the Contact
J window.

Link Contact to an Organization
Follow these instructions to link an employee to an organization:
1. Open the contact record you wish to link to an organization.
2. Choose the Organizations tab, see Figure 6, point 6.
3. Choose the Link L& button in the toolbar. A new Organization
window appears. Select the desired organization and click Ok.
The contact will be linked to the selected organization. Or click

New to create a new organization to which you can link the
contact.
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Contact Window

The Contact window'’s interface and functionality is almost identical to the

Employee window. The main difference is that this window specifies information

regarding an external contact.

'(l e Organizations i Organization & Employess &y £d Davis - Employes & contacts

Conkack

First Name:
Last Hame:

Tnitials:

Title:
Company:
Email Address:

‘b Page:

Moimage data

FPhone Humber:
Mobile Hurber:

Hame Phane Number:

gage: ),
3 B = =
),
Phone Numbers Address Location Other Figlds Misc Fields Mokes Organizations ] \
a_> 1p Phone: 21t 1p Phone:
Al: Phone Mumber:
Alt Mobile Mumber:
Alt Home Phone Mumber:
Fax Number: Al Fax Humber
Pager Nurber: Al Pager Number:
J

Figur 6. Contact window

n The upper section of the Contact window contains essential contact
information.

The bottom section of the Contact window contains additional
information regarding the contact.

Visible For All check box makes the contact record visible for all Farlon
Agent Desktop agents and attendants. Remove the checkmark to make
the contact visible to attendants only.

Row Color defines the color for the contact's information fields in the
Farlon Agent Desktop’s Contacts tab's data area.

Picture field allows you to upload a contact’s picture.
Tabs allows you store and maintain additional information about a

Contact. The Organizations tab contains data lists with organizations
that can be linked to the contact.

Phone Book Administrator | User Manual

17



Farlon Agent Desktop Phone Book Administrator
Version 2.6

Queues

The Queues data list allows you to administer the phone queue list. You
can search for phone queues in Farlon Agent Desktop's Transfers tab.
Queues are created and maintained manually.

Each phone queue can have one or more subjects describing the queue's
characteristics, such as language, job function etc. Subjects make it

easier for attendants to find the right phone queue when transferring a
call. You can also link a queue to an organization.

Create a New Phone Queue

There are three ways to open a Phone Queue window to create a new
phone queue record:

a. If you already have open windows in the data area:
Choose Home> New|  >(A) Queue.
b. From the tab [[5|=
1. Click on the icon [[5|=

2. Then choose|  New> A Queue.

c. From Navigation Pane:
1. Go to the Navigation Pane or View>Navigation l@
2. Then select (# Queues> (A Queue.
3. Queues data list window appears in the data area:

a. Right click within the Queue data list window
area. The Options box appears. Select New.

b. Or use the shortcut Ctrl+N.
-
NOTE: You can skip Procedure C, point 1-3 if the data list phone queue
_') is open in the data area.
1. A new Phone Queue window appears in the data area. Enter the

phone queue's information.
=n

Figure 7. Phone queue window
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Save the newly established phone queue record :
c. Select Save button ;,j
d. Or use the shortcut Ctri+S.

If you wish to save the newly established phone queue record
and then close the Phone queue window:

b. Select Save and Close button ;'3

If you wish to save the newly established phone queue record
and then create a new phone queue record:

c. Select Save and Create button 4;?'*‘.

d. A new Phone queue window appears in the data area.

NOTE: If you wish to save the newly established phone queue and then
create another record type then click on the arrow under the Save and
Create _*

1_{]'

Edit a Phone Queue

All changes to a phone queue record data can be made via Phone queue
window, see Figure 8. Double click on the contact record you wish to

edit.

Link a Phone Queue to an Organization

To link a phone queue to an organization:

1.

2.

Open the phone queue record to link to an organization.
Choose the Organizations tab, see Figure 8, point 4.
Choose Link L&. A new Phone queue window appears. Select

the desired organization then click Ok, or click New to create a
new organization.

Phone Book Administrator | User Manual
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n Information:

Phone Queue Window
@ Queue x 0

Phone Queue

Mame: Raw Ca—P[:I v ]

Extension Mumber:

w*| Wisible For all

s L'_'l' Organizations ]<_n
G-s-xsloolm-lu- 1+

Subject

N
[

Misc Fields *'OPh

Figure 8. Phone Queue window

The upper section of the Phone Queue window contains essential
information regarding the phone queue.

The bottom section of the Phone Queue window allows you to create
subjects and link phone queues to organizations.

Row Color defines the color for the phone queue's information fields in
the Farlon Agent Desktop’s Transfer tab's data area.

Tab menu allows you to create subjects and link phone queues to an
organization.

Toolbar can be customized. It contains buttons for handling the tab
related functions.

Phone Book Administrator | User Manual
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Organization Tree

The Organization Tree’s data list allows you to administer organization
tree data. This information is used to find the right employee in the
Farlon Agent Desktop's Phone Book tab. The Organization Tree
specifies the employee's hierarchal position.

The Organization Tree ensures that Farlon Agent Desktop’s users can
quickly and easily find employees based on their hierarchical position in
the organization.

Organization trees are manually created and maintained.

Create an Organization Tree Node

There are three ways to open an Organization tree window to create a
new organization tree record:

a. If you already have open windows in the data area:
Choose Home>New | | > = Organization Tree Nodes.
b. From the tab [[Z|=
1. Click on the icon [[5|=

2. Then choose | | New> *= Organization Tree Nodes.

c. From Navigation Pane
1. Go to the Navigation Pane or View>Navigation .@

2. Select# Organization Tree> -~ Organization Tree
Nodes.

3. Organization tree data list window appears in the data
area:

a. Right click within the organization tree data
list window area. The options box appears.
Choose [ |New.

b. Or use the shortcut Ctrl+N.

-
>

NOTE: You can skip Procedure C, point 1-3 if the Organization Tree data
_) list is open in the data area.
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Organization Tree Window

- H] ﬂ# "T e [ ] @ ¥ FarlonDk - Crganization Tree Node - Farlon Agent Desktop Phone Book Administration - [m] x

18- Home  View  Taols -

(1% @ @ @& X9 cBQ o o

Mew  Clone... Save Saveand SaveandMew  Delete  Cancel Open Related Refresh Close Previous  Mext Record
S Close ~ Record Record

Recards Creation Save Edit Open Related Record Wiewy Close Records Navigation
Mavigation o x A Employees £ Kristian Niglsen - Employ & contacts i Organizations

4 [ Directories
General Root

e Crganizatiog
&y Employees]
s Contacks Mame: FarlonDK

(&) Gueuss Information: Darish department

& g FarionDK - Organizatifed »

' u Groups Parent Organization Tree Mode:  FarlonEL X -
4 [ Crganization Tree

i Organization Tres Nodes Node Name: FarlonEU/FarlanDK
b [ System Settings
b [ User Access B Employess
b [ Reports
lo (o Qo @-|lB-~
Display Name a Title Fhaone Number Mobile Mumber Email Address

b i Angela Reed 1111 ar@ova.farlon. com

Ed Davis 110z ed@ova.Farlon.com

User: Admin

Figure 9. Organization Tree window
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The upper picture in Organization Tree Node contains fields, where
name, parent node, information will be specified by the user. In Root,
you choose which Organization the Tree Node belongs to.

This is where employees are linked and unlinked to an Organization
Tree Node.

Create Structure for Organization Tree Nodes

The Organization Tree window allows you to define sublevels in an
organization tree. A child organization tree can have one or several
nodes representing different departments on the same organizational
level. The main purpose is to create an overview of a company’s
structure using child organization trees and nodes and then link
employees to them.

The following instructions describe how to create Child Organization
Nodes:

1. Click on Organization Tree > Organization Tree Nodes.
2. Double-click on the Tree Node you wish to subordinate under another.

3. Click on Parent Organization Tree Node and select the Tree Node, you
wish your Tree Node to be under.

4. Save your Tree Node. The parent connection should be established.

Link an Employee to an Organization Tree
Node

When the organizational structure is complete, you can link employees
to their position in the organization.
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1. Double-click on the Organization Tree Node, you want to
distribute employees to.

2. Then choose Link | g .

3. A new window appears containing the employee list linked to the
selected organization.

4. Highlight an employee and click Ok. The selected employee will
be linked to the selected organization tree node.
Click New to create a new employee record.

Alternative Keywords

Create alternative keywords
1. Go to the Navigation Pane.
2. Go to System Settings > Alternative Keyword.
3. Organization tree data list window appears in the data area:
a. Right click within the organization tree data list window area. The
options box appears. Choose | |New.
b. Or use the shortcut Ctrl+N.
4. Type in the alternative keyword in the "Keywords”-field. The words must
be separated with comma. E.g: “johnson,jonsen,jonnsan”.
Type in a description - this is optional.

Save your keyword.

Employee Status

Employee status is created manually. This is used to inform Farlon Agent
Desktop users about an employee's actual status.

Employee Status Window
IfEJ Quele & Employes Status & ¥

Marme;
Raw Calor: | W

Figure 10. Employee status window

Enter text that indicates an employee's status (such as Stopped,
Manager etc.) in the Name field and then choose a color to indicate this
status in Row Color.

These employee statuses will be available in the Employee Window and
will be visible in Farlon Agent Desktop’s Phone Book tab.
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Users

Everything related to user access and permissions is administered through User
in User Access. Users for the Farlon Phonebook Admin is created and configured
here. This enables the Phonebook Admin to be used by multiple users with
different levels of access limitation.

Create new user

7. Go to the Navigation Pane.
8. Select User Access > User.
9. Organization tree data list window appears in the data area:
a. Right click within the organization tree data list window area. The
options box appears. Choose | |New.
b. Or use the shortcut Ctrl+N.
10. Type in user name.
11.Tick “"Change Password On First Logon”, if the user is supposed to change

their password when they first log in.

12.Click on 1 Link and select the roles you want to link with the user. A
user with multiple roles linked will get their permissions from all linked
sources.

13. Save the user.

Logged Changes

Logged Changes contains a log of changes in the Farlon Phonebook Admin. Users
with the permission to view Logged Changes, will be able to see user name, date
of change, operation type, property name and the value before and after the
change. To view more information, use the Column Chooser.

W Audit Data Ite b -

MNavigation o x
. u Directarios :User Mame a | Modified On Operation Type | Property Mame :
& Organizations b Hidmin 12{14/2015 ObjectChanged  ChangePass... |
& Employees Admin 12{14/2015 ObjectDeleted
& contacts adrin 12{14/2015 ObjectDeleted
i (@ Queues Adrmin 12f14/2015 ObjectDeleted
4 [ Groups adrin 12{14/2015  ObjectDeleted
8§ Groups

. Adrmi 1zM14/z015 ObjectDelated
» [ Organization Tree i 114, jectDelete:

4 [ system Settings
Ay Alternative Keyword
& Employee Status

4 [ user access

8} Liser

okl

@ Audit Data Ikem Persistent
4 [T REpoits

[j Reparts

Figur 11. Logged Changes
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Reports

This data list allows you to generate report templates to retrieve
selected information.

Create a New Report

Create a new report manually using the Report Wizard.
There are three ways to open the Report Wizard:
a. If you already have open windows in the data area:
choose Home>New| |> Report. [
b. From the tab |[E|=
1. Click on the icon [[z|=

2. Then choose| |New> || Report.

c. From Navigation Pane:
1. Go to Navigation Pane or View>Navigation |@
2. Select 7 Directories> || Report.

3. Report data list window appears in the data area.
Next:

a. Right click within the Report data list window
area. An options box appears. Choose
New. See Figure 2.

b. Or use the shortcut Ctrl+N.

" ¥ NOTE: You can skip Procedure C, point 1-3, if the Reports data list is

;)l open in the data area.
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1. The Report Wizard window appears.

Repaort Wizard

Display Mame:

Canicel

< Back

To create a new report, please enter a name in the field below
and seleck the primary data tvpe of the repart Fram the lisk,

. Daka Type: (mione)

Report Type: | Skandard

Finish

Figure 11. Report Wizard window

2. Enter the report name in the Report Name field and then select a
data list to use in this report with the Data Type field. You must
also select the report type. Click Next.

3. Choose the columns you wish to display in your report from the
selected data list. Click > to add the columns to the report. Click

Next when you are finished.

Report Wizard

Choose columns to dizplay in your report

‘which columns do wou want to display in your report?

Avwailable Fields:

E Google Presence Device FS
= Google Presence Enabled

[Z] Home Phone Mumber »
(=] trittials

Elimn Crganizations

[E] 1abber Presence Device
[E] Jabber Presence Enabled
[Z] Last Name

= Lync Presence Device
=11 e Draramca Eraklad

< m >

&«

Cancel

Yaur repart can display any of the colurns available in the dataset.

Fields to display in a report:

=

EliAccount Name;
El ity

[ Cauntry

[El1p Phone

Einish
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4. Add grouping levels to the selected data. Click Next.

Repaort Wizard

Do you want to add any grouping levels? 1]
‘fou can have several groups, each with a single field value, or specify several
fields in the same group.

[Z] Account Name
=l city

Sliophore |

Priarity

|Country
Account Mame, City. Ip
Fhaone

Cancel

| | = Back Mext = | | Einish

5. Select layout options for your report. Click Next.

Report Wizard

How would pou like to lay out your report?
The report's lavout specifies the way in which the selected data fields are
arranged on report's pages,

[
iyls

HEEN MEEX

XAXX
XAHK

AAAL

XAHK

HENY

LSS
KEKXK
LSS

RHXX
XXX

LSS
KEKXK

AHAH

AAAX
XEEK
AAAX

AHXX
XXXX

AAAX
XEEK

Orientation

Portrait

) Landscape

() outline 1

) Outline 2

) align Left 1

() align Left 2

Adjust the Field width so all fields fit on page

| Cancel

| | < Back. Mext = | | Einish
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6. Select a style in the right box of the Report Wizard window. Click

Next.
Report Wizard
What style would you like?
The report's style specifies the appearance of wour report, A
Biold
P—-
0 Casual
i Compack

HUAN XAXATEMEE X

| Title

/|| Caption
“{data

Corporate

Formal

Cancel < Back Finish

7. Finally, enter a title for your report and click Finish.

Report Wizard

What title do you want for your
report?

ktraReportl

That's all the infarmation the wizard needs to create vour
repork,

Cancel = Back exk =

8. Report Designer appears. Instructions about this part of the
Phone Book Administrator are not included in this User Manual.
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Function Buttons

NOTE: Function buttons change depending on the selected data list or

record window in the data area.

Version 2.6

Home

Open a new record window.

NOTE: You can select a
record type by clicking on

(ctri ‘ N ‘ the arrow below this button.
+ ‘ Select a record type in the
New —) (& ) Options box.
\% Clone a highlighted record in the data list.
Clone...
= fetn ) ";”7‘\ Save changes.
- I
Save 7
T —
Lﬁ Ctrl Save changes and close the
Enter .
‘ record window.
Save and |

Close
Save changes and open a new record window.

T—T

— } "% NOTE: To select a different record type click on an
4 l arrow bellow the button. Select a new record type in the
£ Options box.
Save and
New
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X

Delete

A

Delete the selected record.

s

Commit

c

Update

Update data lists.

&3

Close

Close selected data list or record.

o

Previous
Record

Go to previous record.

S

Next
Record

\)

|| Ctrl
+

Go to next record.

Open
record

Open selected record.

)

Undo changes.

Undo

30
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View
F@ Open the Navigation Pane’s content.
Navigation
oiLe @ Change the visual appearance of the program.
®@jl@| @ Click on a skin to select it.
Skin
— Open an option box to specify how you would
— like to organize the opened windows in the data
4 area.
Window
List
Open an option box to specify the view mode for
the Navigation Pane:
21 | - e
+ Auto hide
Panels + Hidden
Tools
Ctrl
ﬁﬁ 1 + |[F1 Advanced program

settings.

Edit model | (snn

There are also other function buttons in the record window’s toolbar.

Toolbar

Link a selected record to a data list or an

S element in a data list.
Link
Remove a link between a record and a data list
- or an element in the data list.
Unlink
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Export Data Content

You can export data content to several different file formats:
1. Go to the data content you wish to export.
2. Right click on the data area.

3. Options box appears. Right click on Export to.

(0 New CHloN b

@ Close

@ Refresh 5
(@ Page Setup.

& prnt ctip
B Print Predew

(i Egortto »

B CopyCellValue  Ctrl+ShiftsC

Figure 4. Options box

BRPEPEEEEE

4., Choose the desired file format.

sV File
HTML File
Image File
MHT File
PDF File
RTF File
TestFile
HLS File
KB File
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