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Overview
Contact Settings can be found in the Control Panel.

Control Panel

Settings

General Contacts

Your company name, address, — Configure contact behaviors.
and branding options. l __ol

Invoices Scheduling
@ Configure invoice behaviors. Iyl Scheduling and holiday options.

This article will review:
e General Settings
e Presentation
e Defaults

General Settings

Settings

Proposals
Configure proposal behaviors.

Account
Billing plan and payment
information.

Contact Managed By? E Enable Managed By for contacts
Contact Owned By? E Enable Owned By for contacts

Contact Nicknames? D Enable Nickname field

Require Service Address? E Require Service Address for contacts

Include Title for Contacts? E Collect Title for contacts

Include County for Addresses? D Collect County for service addresses

Auto Offer Codes?  [_] Enable automatic Offer Codes for contacts

e Learn more about Contact Managed By and Contact Owned By in the article Managing and Merging

Contacts.

e Contact Nicknames - Enable an additional field that collects nicknames or alternative names for contacts
e Require Service Address for contacts - Make the service address field required when adding a new contact

e Collect Title for contacts - Enable the Title field for contacts

e Collect County for service addresses - Enable the County field for contact addresses
e Enable Automatic Offer Codes for contacts - Enable the ability to automatically apply offer codes to

contacts

Presentation


https://serviceminder.knowledgeowl.com/help/contact-settings#general-settings
https://serviceminder.knowledgeowl.com/help/contact-settings#presentation
https://serviceminder.knowledgeowl.com/help/contact-settings#defaults
https://serviceminder.knowledgeowl.com/help/managing-merging-contacts

Presentation

Copy Clipboard Format

Field Group Ordering

Include State

Notes Results Window

TaskBoards

{contact.addresslinel}
{contact.addressline2}
{contact.addressline3}
{contact.addressline4}
{contact.addressline5}

Drag and drop to set the group ordering for contact adding and editing pages

-- Basic Information
* Includes name, email, phone and lead source fields

-- Custom Fields
** Includes all of your custom fields (if you have any)

-- Service and Billing Addresses
** Service and billing address blocks plus the map

-- Credit Card On File
** Credit card capture block

D Include State column in grid views?

Limit notes in search results to this many trailing days

E Show on Add E Show on Edit

e Copy Clipboard Format - Use shortcodes to customize what copies to your clipboard when

clipping Copy next to the contact's address

¢ Field Group Ordering- Rearrange how the groups of information display when adding or editing a contact
¢ Include State column in grid views - Choose to show or hide the state column in any grid that displays contact
information. You may choose to turn this off if all of your contacts live in the same state and you don't need to

see that data.

e Notes Results Window - Limit notes in search results to this many trailing days
e TaskBoards - Show or hide TaskBoards on contact add/edit screens

Defaults

Defaults

Contact Notes Default Private?

New Contact Category
New Contact Channel

Campaign Required?

Contact Import Category

Contact Import Channel

D Make contact notes private by default
Prospect V¥
None v

D Require Campaign?
Prospect ¥

Referral v

e Contact Notes Default Private? - Make contact notes private by default

e Require Campaign - Make selecting a campaign required upon contact creation

Creating new contacts, whether manually or through data import, can be repetitive, especially when many contacts
share similar traits. This section helps reduce manual work by letting you set default values for commonly used

fields:
e Contact Category
e Channel (Lead Source)

These defaults will automatically populate when:

e Manually creating a new contact

¢ Importing contact data without a specified category or channel



You can also choose to make the Campaign (Lead Source) field required during manual contact creation, helping
ensure consistent data collections



