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How to: Assign or Remove Contacts/Agent to Contact Group(s)

How to: Create or Remove a Contact Group

How to: Add Contact details to a contact (Agent).

How to: Export a list of emails from a Contact Group

How to: Create a New Agent in CustomLinc




How to: Assign or Remove
Contacts/Agent to Contact
Group(s

1. Find the Contact you wish to allocate to a Contact group

2. Select the icon

Agents - Q 0 ° E .. E fc ]

Contacl Add selected Contacts to Contact Group astralia and New Zealand Tour Specialists

UnR Contact Name Payment Method MYOE @0
- |Last Modified 05/09/2014 16:49
- |(Contact Types Agent
Location United Kingdem

. Agent Type Invoice
J/ |Source of Business Inbound Tour Operator
- |Activity Status Active

1 . |Currency Australian Dollar

1 | Base Commission
i |SP knows Agent as ANZTS

4 m ] 3
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e This will pop up the list of Contact Groups that can be allocated, double click on the
one you wish to add
e Repeat until you have added all the Contact Groups you wish to.

You can add multiple Contacts (agents) to a Contact Group at the same time. However, you
cannot add multiple Groups to a Contact, this has to be done one at a time.

To remove a contact group from a contact

e Right click on the Contact Group you wish to remove
e Select Delete


https://bookstack.pbr.org.au/uploads/images/gallery/2025-08/wTkimage.png




How to: Create or Remove a
Contact Group

1. Go to Settings > General > Contact Groups

neral . Communication

Ticketing Contact Groups...

Express ¥ Contact Sources...
Charter ¥ Positions...
Rostering » Access Control...
Resources Activity Logs...
Promotions... POS Locations...
Stock Promotions... Voucher Books

. . . . Questionnaires...
Confirmation Configuration...

Paragraphs... Anniversary Codes...

Banner Ads... Exchange Rates

. Membership Types...
Booking Channel Codes... P VR

Miscellaneous Cost Codes...

Booking Source Codes...

2. Select ADD > fill in template > SAVE
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You can also edit existing templates by selecting - You cannot ad or remove

Contacts from the group here. Please refer to How to: Assign or Remo... |
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How to: Add Contact detalls
to a contact (Agent).

1. Contacts screen
2. Search for Contact
3. Double-click on Contact

Organisation

4. Select Add to add Postal and Physical addresses
5. Select Add to add Email, Phone, Fax, Facebook, Twitter and website

Adding_Email_Phone_Address_etc_to_Organisation.png

Individual

4. Right-click under Contact Methods and select Add Contact Method... to add Email,
Phone, Fax, Facebook, Twitter and website

5. Select Change to add/edit a Physical Address

6. Select Change to add/edit a Postal Address

CustomLinc - [Contacts]

wWORAED Bk O oo I . Customtine Su
Sightseeing Al Contacts 2 test agent QOQ@E:LE
Schedule
Contact Name Account Manager  Subub  City  State Phone Fax Contact Test agent Webuser
Check-in Contact Id 38239
Booking 1 Test Agent Last Modified 23/08/2018 14:24
Booking 2
i Test agent Webuser
Pickups Options
Manifests = . Test Agent
Details
Express
Title -| A
Accommodation L chive
N L Surname Webuser
Availability
First Name Test agent
Check-in Preferred Name
Booking 1 Gender | Date of Birth
Booking 2 Preferred Contact Other v| OrAge
Charter Contact Methods  method Number / Address.
rin: Filter Unresolved Items -
Rostering 4 Add Contact Method...
Roster Date/Time Subject From To
Edit Contact Methad..
Staff Roster E
Physical Address
Staff Shifts Remove Cont hod
Remove Contact Metho
Maintenance —

Postal Address

23 Bookings for QA G
g :
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Changing existing Contact Methods on a Contact

Existing Contact Methods will appear on the right of the screen when the Contact is
selected as at 1 below as an example.

1. Double-click on the Contact Method

2. Change details as required and select OK
Changing_existing_Contact_Methods_on_a_Contact.png



How to: Export a list of
emails from a Contact Group

1. Go to Contacts

= Custom

Content
Management

B m o 3 W %

Contacts Members Calendar Menu Reports  Settings

Contacts Members Configuration Booking Bool

+ Sightseeing

Schedule
Sarah @ LVC

Check-in

Tue Wed Thu

12th 13th 14th
Georgia @ LVC Finn @ LWVC Finn @ LVC

Booking 1

Booking 2

Pickups

Manifests
*  Express

Services

Loadings 18th 19th 20th 21st

Check-in Kirsty @ LVC

Booking 1

Booking 2

+ Charter
Quote
Movements

Booking 1
Boaking 2 25th 26th 27th 28th

* Rostering

2. Select the Contacts drop down to search for a contact filter.
e From here you can click the arrows to expand the filters, the following are
examples.
o Contact Groups are managed on a per agent basis - an Agent (contact) can
have multiple Contact Groups associated.
o Commission is managed per Agent under contract an agent will only have
one active commission at a time.
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4. Once all agents are loaded, right click any agent on the left side, select Export > CSV file
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37 | A B A Travel Payment Contact Id
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s omemee 1 Jp—
Configure As 3
2 APSE TOURS PTY LTD Payment .
Physical Address
39 Around & About Tours Assign To » Payment
Asia Vacation Group Pty Ltd Seledt Payment Eotactibmins
el
= >
183 AU VIP Trips T/S AU VIP TOUR Payment Tax Number
Aiie Craeme Temarnlima M 144 Ager‘lts > M rem e b
Filter Unresolved Items v User 3

= >

Link Concierge to Agent...

Brochure Reguest »
Email/SMS List 3
Label Run 3

User Logon Details

Properties... C5V File with Agent Commission

5. It will ask you to select a save locations, then it should automatically open up.

In the CSV you will find an EmailBusiness header - This is the primary contact for each
agent.

6. You can highlight all cells email cells then copy & paste these into the To section in
Outlook.
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How to: Create a New Agent
in CustomLinc

1. Go to Contacts > Add Contact (+) > Click Organisation

2. Fill in the Name & any other relevant data - A code is required but is not used unless
they are on account. We would recommend doing some sort of Business initials like PBR
or PBRB for example. > Hit Apply

-.',' Organisation

Contact Details

Code DTC)

Name Dylan Test

Country Australia v
State VIC v
Tax Number Tax Reg?
Bank

Bank and Branch

Account Number Add Edit

Remove

Swift Code
Account Name Phone / Fax / Email / Web

FX Account Number

Parent Organisation
Primary Acct Mgr
Secondary Acct Mgr

Tertiary Acct Mgr

< <€ € <

Source

Archived |:| Add

Edit Remove

3. Select "Agent" > Click Okay
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4. Select Apply, and close the windows to get back into the contact page
i

oA

Details

Contracts
Integration
Booking Defaults
Modules

Brands

Advanced Options
Snippets

Merge Concierge

Agent - Dylan Test

Tencia Code DTC
Activity Status * Active

Remittance Type |:| Consolidate

Source of Business * (default)

< € <€ £

Report Category

Licence No.

Agent Contracts

Booking From | Booking To | Travelling From | Travelling To

Integration

["] aP1 Enabled
Send details to...

CustomLinc Network

API Key

Wendor Name

Split Payments

D Send agent confirmation (External Channels)
D Send customer confirmation (External Channels)

Booking Defaults

5. You should see the user on the left-hand side - double click and fill in contact details

such as address and email contact.

Schedule Loadings Messages

ndar Express nfiguration Express Booking Status - 1003072 FOO ibrary | Transactions — o

Lock

o0

All Contacts v

QOQE

Source of Business

Activity Status

SP knows Agent as.

Total Pax before Invoicing

Fiter Unresolved Items v

T T [state |phone  |Fax (RSN Dytan Test
Contact Types Agent

(defaut)
Active

oTc
No
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Organisation

Mame Dylan Test

Country Australia W
State VIC W
Tax Mumber Tax Reg?
Bank

Bank and Branch
A t M b |

ccount Number Add Edit Remove
Swift Code

Account Name

Phone / Fax / Email / Web
Fx Account Mumber

Parent Organisation

200

Primary Acct Mgr W

Secondary Acct Mgr A%

Tertiary Acct Mgr v

Source W

Archived ] Add Edit Remove
Merge OK Close Apply

Apply & close this window > Double Click "Agent" in the contact type tab.

— v  QOOELEE«

state Contact Dylan Test
N S B e s

Source of Business (default)

e =

Fiter Unresolved Items v

Go to the contracts area> Right click the grey space > Click Add
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Brands Remittance Type v [ consolidate
Advanced Options s £ Busi * (default v ®
. ource ol UsIness
Snippets (defoul)
Report Category v '

Licence No.

Agent Contracts

Booking From | Booking To | Travelling From | Travelling To

Integration

AFPI Key C285901C761F5DD2287B27 7FEADFGS D 4

Price Schedule Setup...

Remove...
Send details to...

Properties...
Vendor Name

CustomLinc Network
Split Payments

D Send agent confirmation (External Channels)
D Send customer confirmation (External Channels)

Booking Defaults

or Applv

. Fill in details:

e Booking Between - Usually set day after request to prevent any issues with any
bookings made that day;

e Travelling between Usually set day after request to prevent any issues with any
bookings made that day ;

e Agent type is the payment process the agent uses (Invoice or Prepaid);

e Price schedule is their commission rate.

If an end date is put into this field the contract will be removed after that
date.
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! MNotes I

f
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9. Finally go to brands and make sure Puffing Billy is ticked for the agent. > Hit apply and
Close
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