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Adding campaign Numbers 
 
After you have created a new campaign, we can now add numbers to the campaign for which 
your agents will dial. 
 
 

1. Within the CommsOffice Campaign application navigate to system and select 
Campaign Numbers from the tree. 

 
2. Right click within the Campaign Numbers pane and select add record.  The Campaign 

Number Detail form will appear allowing you to add a new number to a preconfigured 
campaign. 

 
3. Within the general tab of the form, fill out the Phone, description and campaign.  The 

other sections within the form are optional at this point and will be automatically 
catered for during live calls to these numbers. 

 

 
Figure 8 – Campaign Number Details 
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Importing Campaign Numbers from File 
 
If you have a lot of numbers which you would like to apply to a specific campaign, you can 
import a csv file into the CommsOffice Campaign.  The import function can be done after you 
have created the campaign or from the initial stages of creation of a new campaign. 
 

1. Within the Campaign Details, select the “Import Numbers from file” checkbox and the 
import file button 

 

 
Figure 9 – Campaign Details Import Numbers 

 
2. The Directory Import form will open allowing you to select the CSV file with all your 

contacts and numbers.  The file will be loaded into the form window and some 
sample records will be displayed. 

 

 
Figure 10 – Directory Import 
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If your CSV file contains column headings, select the “File contains header record” checkbox. 
 

3. Select the Fields button to configure the CommsOffice column headings with your 
CSV file column headings.  Within this example I have chosen Field 1 as Number and 
Field 2 as Company Name 

 

 
Figure 11 – Directory Import Record Format 

 
4. Select the OK button to save settings  

 
5. Select the Save and close button to begin import.  A confirmation message will 

appear to state that import is complete 


