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To change area codes for selected telephone number prefixes:
e Select Data Maintenance in the Main Menu.

e Select Area Code Change.

Note: You may not see the Data Maintenance or Area Code Change option in
the main menu based on security settings for your user ID. If you need to make
an area code change and you do not see the Data Maintenance or Area Code
Change option, speak to your SmartOffice administrator.

o SmartOffice will open the Area Code Change screen.
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Area Code Change

& Fnter the vaiue for 'OFd Area Codea' and Click 'Refresf' button.

& This will popaiate spreadshest below with gif the phone-number
prefixes which are in the 'O Area Coda'.

& J3g aif the prefixes which you would iike to change.

&  FEnter valne for 'New Area Code' and click 'Update' button.

List Of Prefixes

The foliowing list cantains aif prefixes in the 'ONd Area Code’. Select ahe o
mare prefixes whose area codes have chanped.

Area
Code Prefixi
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Figure 1: The Area Code Change screen.
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e Inthe Area Code Change screen, enter the old area code in the Old Area Code
field.
Click the Refresh button.

e The Area Code Change screen will reload displaying all telephone number
prefixes associated with the selected area code.

e Tag the prefixes that will be affected by the area code change.
Enter the new area code in the New Area Code field.
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Area Code Change

& Enter the value for 'Of Area Code' and Click 'Refresh' button.

& This will popwiate spreadsheet below with aif the phone-humber
prefixes which are in the 'O Area Coda',

& Tag aif the prefizes which you would ke to change.

&  Enter value for 'NWew Ared Gode' and click 'Update' button.

List Of Prefixes i E

The foliowing st cantaing aif prefixes in the 'ON Area Code’. Select ohe o
move prefives whose gred codes have chahged.

Area Code Prefix it
Fi 560 276
SE0 356
560 SES
Fi 560 785
] 560 a7y

Mew Area Code
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Figure 2: The Area Code Change screen with prefixes selected to switch to new area code.

e Click the Update button to update telephone number area codes.
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