ACI Call Tracking Quick Reference Guide

Admin:

Logging In: 
acicalltracking.com  Log in Button Username: _____________ Password: _____________

Update Your Username and/or Password: 
Admin Portal  Change Your Administrative Settings

Create New Client: 
Admin Portal  Add a new client  Update and Submit

Update Existing Client: 
Admin Portal  Manage current Clients  Select Client (top right)  Click Go  Update and Submit

Add a New User: 
Admin Portal  Create a new users  Add a New User Account

Update Users: 
Admin Portal  Manage existing users  Select Administrative, Multi-Account or Single Account  View  Update Account

Invoice Clients:
Admin Portal  Client Invoicing  Select Client  View  Default Fee Schedule Select  Add New Model  Enter Billing Info  Submit  Select  Generate One-time Invoice Enter Email Address for Invoice Notifications  Go


Call Reporting:

Provision Phone Numbers: 
Select Account  Manage  Provision new numbers  For local numbers, enter area code under option1  For toll-free numbers click ‘select’ under option 2

Ordering Phone Numbers:  (if no local numbers are available from above) 
Select Red Balloon  Click Here to Order  Select quantity  Enter your email address  Submit request

Updating Phone Number:  (This is where you can set up a whisper, add a greeting, advanced options, etc) 
Manage  Manage Existing Numbers  Select the number  Make changes  Submit


Setting Up Missed Call Alert: 
Manage  Manage existing numbers  Select the number  Enter email in missed call alert  Submit

Run Call Report:
Details  Select Numbers and Time Frame  Generate Report 

Sign Up for Automatic Call Reports:
Manage  Create New Report Input title, frequency, recipients, and report type

Listen to Call Recordings: 
Details  Generate Report  Click telephone icon at the top left

Setting Up an Outbound Number:
Call or email your account representative. Please have caller ID information available. 

Setting Up a Whisper:
Manage  Manage existing numbers  Select the number   Whisper, learn more  Click Here  Enter Whisper  Submit Request  *Note: You must select the whisper once recorded.  (In next step)

Selecting a Whisper:
Manage  Manage existing numbers  Select the number  Select whisper from drop down  Submit 

Record Calls:
Manage  Manage existing numbers  Select the number  Record Calls Yes  Submit

Change the Ring-to Number: 
Manage  Manage existing numbers  Select the number  Update ring-to  Submit

Setting Up a Greeting: 
Manage  Manage existing numbers  Select the number  greeting, learn more  Click Here  Type Greeting  Submit Request *Note: You must select the greeting once recorded. (In next step)

Selecting a Greeting: 
Manage  Manage existing numbers  Select the number Select greeting from drop down  Submit

Setting Up Advanced Options for Numbers:  
Manage  Manage existing numbers  Select the number Next to Ring-to Number, Select Advanced Options  Implement






Website Tracking:

Run Web Tracking Report:
Details  Select just web sessions  Generate Report

View Individual Click Trail: 
Details  Select justweb sessions  Generate Report  Click computer icon on top left of the individual details

View Summary Click Report: 
Summary  Website activity by referring source/keywords

Sign Up for Automatic Web Tracking Reports:
Details  Select justweb sessions  Generate Report Email this report

View Chat Report:
Details  Select just chats  Generate Report
