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OTC Learning Guides 
Search, Look-up Customer Profiles and Add New Contacts 

Introduction 
This Learning Guide will teach you how to (i) search for contacts, (ii) look-up and access a customer contact, and (iii) 
profile add new contacts to your database. 

Here’s a Shocker…We’re Not Perfect! 
We know you’re crushed and disappointed.  But, “open” means being honest too.  This Learning Guide is 
not intended to be an exhaustive review of all the functions available in OpenTravel CRM™ (“OTC”).  
Also, this Guide may not always be up to date and show the most current version of OTC.  OTC is a 
dynamic and changing solution where community inputs and needs will be implemented from time to time 
to.  Finally, we do make a mistake on a rare occasion.  O.k., maybe even more frequently than that, but we 
try not to.  So, please excuse any errors, omission or inconsistencies that may exist.  If you find any errors or 
problems, or if something just doesn’t help, please drop us a note.   We will try and fix them.  You can 
contact us at fixyourmanuals@opentravelcrm.com. 

Liabil ity for Errors & Omissions   
Unfortunately, we live in a world where some believe litigation is a way of life (excluding you and us of 
course).  So, for those litigious people out there, we disclaim all warranties of any kind, including the 
suitability of this Guide for a particular purpose, the completeness or accuracy of this Guide and any other 
crazy theory of detrimental reliance, implied representation, or whatever your creative lawyer may come up 
with.  This Guide is made available to you AS IS WITH ALL FAULTS.   

A Good User License 
You are free to use this Guide  as part of  permitted use of the OTC software.  You are also free to copy this 
Guide without limitation provided it is for educational uses associated with using OTC Software.  You are 
also free to take portions of this Guide and electronically reproduce them and supplement them.  Any 
changes you make for your own personal or internal business use belong to you, however you may not 
publish or distribute any content from this Guide for any commercial gain whatsoever without getting our 
permission first, and you agree that we can use any derivative works you create without restriction or cost 
that you do publish or make available to the public (which means if you create the “Better OTC Manual” and 
publish it, we can use and incorporate your work too and we don’t have to pay for it).   Your continued 
permission to use this material is also conditioned upon your compliance with the terms of use and license 
for the OTC Software.  ACCESS OR USE OF THIS GUIDE FOR THE PURPOSE OF COPYING, 
REPRODUCING OR REVERSE ENGINEERING ANY OF THE OTC SOFTWARE OR ANY OF ITS 
FUNCTIONS IS STRICTLY PROHIBITED. O
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5.  Search Returned – OTC will search the database for any customer records that match your search criteria.  The 
closest matches will be returned first.  

 

Results 

6.  Select Matching Record – If you find a match, click on the <name> of the matching record.     The 
Customer’s profile will be returned.  
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3. Add a New Contact 
Adding a new contact is simple.  Once a search is executed and you do not see a record that matches your contact 
search, you can add the new contact by clicking the <Add New> Button at the bottom of the search return page.   

1.   Click Add New Button – assuming your does not exist in the database; click the <Add New> Button at the 
bottom of the search results page to start adding a new contact record. 
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Click 

2.  New Contact Page – You will brought to the [New Contact] Page.  Enter your new contact information into 
the data fields.     
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3.  Save Contact - Once you have entered all the information that is available.  Simply click the <Save> Button 
located at the bottom of the page (see diagram above) .  Upon clicking <Save> a confirmation message will appear 
indicating the save is completed.  Click the <Close> Button in the confirmation box and you’ll be returned to the 
profile entry form.   

 

4.  Update More Info or Return.  You can either make additional changes or add more information and repeat 
the save process (see above), or click the <Return> Button.    The <Return> Button will take you to the newly 
created Contact Profile 
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5.  New Profile – Once the <Return> Button is clicked you are sent to the new customer profile.  At the 
Customer Profile a great variety of useful activities can be undertaken, but we’ll cover that stuff in another Guide. 
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3. Select Import and Export – Click the <Import and Export> Tab 

 

4.   Import and Export Wizard – Select the “Export to File” option in the dialog box, and click the <Next> Button. 
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5.  Select the File Format Type – Select the “Comma Separated Values (Windows)” option from the list and then 
click the <Next> Button. 

 

 

6.  Save Your Export File - Save your newly created export file to a place on your computer.  We suggest saving it 
under the name “My Outlook Contacts” under your “My Documents” folder so it is easy to find, because we will need 
to find it again.  Once you have the file name and location set, click the <Save> Button.   

7.  Go to OTC – Click the [My Account] Tab on the OTC Navigation Bar. 
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8.  Import Contacts – Click the <Import My Contacts> Icon 

 

9.  Find the File You Created – click the <Browse Button> on the File Import page. 

 

10.  Find Your File – Look for the file you previously saved.  If you followed our suggestion, it should be a file 
under your “My Documents” folder labeled “My Outlook Contacts”.  Click the <Open> Button to attach the file. 

 

 



© 2007.  Travel Sciences, Inc.  All rights reserved. 
 

15 

11.  Import to OTC – Click the <Import> Button.  Your Outlook contacts have been imported.  A message will 
appear confirming the import is successful. 

 

12.  Congratulations!  Go impress somebody and tell them this: 
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 “I just converted and exported 

my Outlook Contacts to a CSV 

file, and then uploaded it into 

a Web App.” 
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