
Secondary Phone Field Update – October 10, 2017 Release 
 

• Impacts Head Office Users Only. 
 
1. From the Head Office Level, navigate to Utilities > Vendor Setup 
2. From the Agreement Info tab, select a Vendor from the Vendors list on the left side of the screen 
3. Once Vendor is selected, check the box next to Enable Secondary Phone 
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4. Navigate to Agency Setup > CLIA/IATA tab; the Vendor enabled in the previous steps will appear, allowing the 
entry of the Agency’s secondary phone field 

5. Enter the phone number under the Secondary Phone Field; press Save 
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• Secondary Phone Number and Secondary Phone Vendor have been added as an available field under the 
Query Tool under Secondary Phone View 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Page 3 of 3 


