Calls - Notes

SERVICE

CALLS - NOTES

Note that there are changes to the Call Centre screens due to the Call Centre Per-
formance Enhancements rolled out in part of the Extended Call Centre - Version Com-
patibilityl. The functionality that is available to you may differ depending on the Call
Centre mode configured and your user rights. For more information related to this, refer
to the Call Centre Mode notes.

Call notes can be used to capture any additional information for a call.

Ribbon Select Service > Calls

* The Call Listing screen will be displayed.
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#CallCentreModeDetails
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TECHMNOLOGIES CaIIS - Notes

* The Calls are listed by Site and will display calls for the first Site
listed.
e Click on the relevant Site for the calls you wish to view.

» Select the Call you wish to work with.

¢ Click on the Edit button.
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Calls - Notes

* The Call maintenance: Call ref. - [call ref number] screen will be
displayed.
* Click on the Notes tile.

Print | Note
-
Process 4 Farmat 4| Print .| Info . Lad
Relates To =
Customer Hope Works (Pty) Ltd R ReferenceType Referencelio g
»
Contact [Fenry Rowe Y
2 Prior Call Reference 3
Contact No. 071555 1234 [*. o
Address Plot 91Leaf Road LRSI Bl
Leaf Hils Locaton Forest Hils Centre 9
Pink Town g
Durban South Q
Call Type | Installation v Invoice Reference 3
O e[| | e B
Description | Tier - Commercial Tier Test <|*
=
B g
Call Date Time | 16/02/2021 + [oao0:00 o H
priority | 2 5 * Prior Call al
1A [0.00 CalReference CalDate CallTime Description
»
Date Required 1609/2021  ~ CNOD05285 16/09/2021 |08:00:00  |Tier - Tier Test
Order No ‘ ‘ a 08:00:00 Tier - Commercial Tier Test
CNO005263 17/07/2021 |08:00:00 | Tier - Commerdial Tier Test
Logged By /e CNOD05260 08:00:00 | Tier - Tier Test
s ‘N~New ‘ C 08:00:00 Tier - Commercial Tier Test
CNODD5247 17/04/2021 |08:00:00 | Tier Tier Test
Optional No
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TECHMNOLOGSTES

Calls - Notes

The Note Listing for Call, Ref no: [call ref number] screen will be
displayed.
Any notes that have been created for the call will be listed in the

data grid.

ADD CALL NOTE

e Click on Add.

$ - Note Listing for Call ,Ref no : CNOO05285 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 = E3
767”!—10«»2‘&;‘;.@”[“&: Contract  Finance /HR  Inventory i /Projects  Man i Sales  Service Reporting  Utilities - & Xx
‘ - [Loca or

, il — .

00 R &

Add Back Save Layout Workspaces | Refresh

Notes NoteDate: NoteTime FullName

¥ o = o o ’

Open Windows | User : Julandak | 05/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

* The Add a new note for Call, Ref no: [call ref number] screen will

be displayed.
* Note: Click in the text box to type the note details
related to the call.
* Note Date / Time: These fields will display the current
date and time.
* Date: Click to type in or use the down

arrow to select and alternative date using
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TECHMNOLOGSTES

Calls - Notes

the calendar function.
* Time: Click to type in or use the arrow
indicators to select an alternative time.
* Employee: The person currently adding the note will
display in this field. Click on the down arrow to select

a different employee.

* When you have finished adding the note details, click on Save.

$ - Add a new note for Call, Ref no : CNO005285 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 -lalx
|7§7‘1Huﬂe Equipment [Locations  Contract  Finance /MR Inventory [Frojects  Mar Sales  Service Reporing  Utiiies - & x
save | Back
[~
Note |Meter readings to be sent through every Friday after 5 pm|
Note Date / Time 05/05/2022 ~ | 13:18:48 :
Employee Jade Rivers -
Open Windows + | User: Julandak | 05/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

* You will return to the updated Note Listing for Call, Ref no:
screen.
* The Call Note Processing message will confirm that;
* Note has been added to Call: [call ref number].
* Click on OK.
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Calls - Notes

$ - @-——Pmmﬁahm,nzfm:uumsm BPO: Version 2.5.0.8 - Example Company v2.5.0.8

=Jaj(x
E ‘ Home | Equipment/Locations Contract  Finance /HR  Inventory /Projects  Manufacturi Sales  Service  Reporting  Utilities - & X
00 B H @
Add  Backk | Savelayout Workspaces | Refresh
Processing Format 4| Curr L
Notes NoteDate NoteTime FulName
v o = L3 Al
» Meter readings to be sent through every  05/05/2022 13:18:48 Jade Rivers

Call Notes Processing 4—@ X

o Note has been aﬁ:ded to Call : CN0005285.

——[=]

Open Windows ~ | User: Julandak | 05/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4
* The note details can now be viewed from this screen.
¢ Click on Back to return to the Call maintenance screen.
s - Note Listing for Call,Refno: ¢ N ion 2.5.0.8 - Example v25.08 )
| @ | vome | Eupment/locatons Contact Fiance /MR Inventory [Projects ’ Sdes  Sevke Reportng  Utiites - & x
f@ = &
Add Back Save Layout kas'pac:s Refresh
Notes NoteDate NoteTime FullName
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} Meter readings to be sent through every Friday after Spm  05/05/2022  13:18:48 m@—@

Open Windows ~

| User : JulandaK | 05/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8
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