e-Manager How to Series

Terminate a User and their Conference Account
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e-Manager

Terminating a Contact and Account can be achieved in a single action.

Select “View/Modify a Contact” (from Contact drop down menu)
Select a Contact screen displays, locate and click Contact name
View Contact screen displays, click “Modify” button (on bottom)

Modify a Contact screen displays, check the box in the upper right where it
reads “Contact is active, check to inactivate” (a check mark appears)

Click the “Modify Contact” button (bottom right) to initiate the inactivation
A warning window opens, click the “Inactivate” button

7. View Contact screen displays, the inactivation is complete — both the
Contact and any Accounts assigned to this Contact have been closed
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How to Inactivate a Contact — Locate Contact...

/= Business Manager - Windows Internet Explorer
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Select from Dropdown

Location Contact

F Add a Contact
F View /Modify a Contact

Company: Genesy

Account

Select a Contact
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Locate and Click Name
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“View Contact” Screen Displays...
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Location | Customer | Contact | Account
View Contact Company: Genesys North America - Bedford
Contact: Williams IV Brian
fin

Customes Contact Account

e e, Click “Modify” Button

City Bedford Zip Code 01720
State Massachusetts Country United States

Email brian.williams@genesys.com
Office Phone number 7817616382
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“Modify a Contact” Screen Displays...
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r— Check the Box “Contact is active, check to inactivate”

Modify a Contact Company: Genesys North America - Bed
Contact: Williams IV H

CUStomErs Contact Account

Contact is active, check to inactivate ™

Title I | JobTitle |- =l

First Name* |Brian Last Name* [Williams IV
Mailing Address* |22 Crosby Drive
|
I
» = e Click “Modify Contact” Button
Country* | United States x| state |Massachusetts

Add a Delivery Address & Yes [ No

Contact Email* Ihrian.w'lllianls@genﬁvs.l:nm

Phone Number* I?B:l?ﬁ:lﬁ.?-BZ Phone Type IDfﬁ:e VI
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“Warning” Window Displays...
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Location | Customer | Contact | Account

Modify a Contact Company: Genesys North America - Bedford

Contact: Williams IV Brian

Click “Inactivate” Button
Title = Job Title

First Name™*

Custamers Contact Account

Last Name* [Williams IV

Mailing Add

# All meeting numbers attached %

atact will be unallocated
= All related billing codes will be e

Inacti'vataA

City™*

Country®

Add a Delivery Address T yes ™ pNo

Contact Email* Ibrian.w'llliams@genﬁvs.:nm b

Phone Number* I?B:l?EiEEBZ Phone Type IDFﬁ:e VI
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“View Contact” Screen Displays...
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Notice that the Icon has changed,
Location Customer Contact an “X” has been added

View Contact Company: Genesys North America - Bedford
Contact: Williams IV Brian
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Customery Contact Account

Contact Brian Williams IV

Function no defined function

Mailing Address 32 Crosby Drive

S - The Contact and their Accounts
State Massachusetts Country United States are nOW Closed

Email brian.williams@genesys.com
Office Phone number 7817616382
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