How to Delete a Client in Symposium

If for any reason a Client needs to be deleted from the system please follow the steps below.

I will be using ExpoLink as a client and 5001 as a CDN.
You will notice that this or more or less the reverse of setting up a client.

· Log into Symposium using the ID supplied to you (or my own ID – see password list)

· Once logged in it will give you a list of options
· Click on the ‘Call Flow Administration’ box and it will give you a sub menu.

· Double click on the ‘Scripts’ option
· Find the ‘Master_Script’ and double click on it
· Locate the CDN number of the client you wish to delete (Expolink for this example)
· Where the script says ‘EXECUTE SCRIPT Expolink’ change the ‘Expolink’ to ‘Spare_CDNs’
· Exit out of the master script by clicking on the red ‘X’ in the top right hand corner
· This will ask you to save the changes you have made to the master script click on YES
· You will now need to Deactivate the script you have for the client
· To do this find the script you need (Expolink) right click on it with the mouse and click on ‘Deactivate’ 
· It will ask you if you are sure click YES
· This will then Deactivate the script 
· You will now need to delete the script completely
· Right click on the script and click on ‘Delete’ it will ask you if you are sure, click YES
· Now the script has been deleted you can exit out of that screen using the red ‘X’ in the top right hand corner
· You will now need to rename and De-Acquire the CDN name
· To do this go back to the main screen and click on ‘Switch Administration’ then double click on ‘CDNs’ 
· Locate the CDN you wish to De-Acquire and right click on it with the mouse
· Select the ‘De-Acquire’ option and refresh the page by clicking ‘View’ ‘Refresh’ 
· Now Rename the CDN by double clicking on it and changing the CDN name to  5001_Spare
· Click ‘Save’ and then you can exit by using the red ‘X’ in the top right hand corner
· Once this is done you will need to delete the Skillset from the user by going into ‘User Administration’ from the main menu 
· Click on the ‘Users’ sub-menu 
· Select the users that have been logged into the Skillset you are deleting (this will have to be done one-by-one)
· Click on the ’Skillsets’ tab and locate the skillset you wish to delete
· Click on the ‘Remove’ button at the bottom of the list
· Repeat this for as many agents as needed
· You will now need to delete the Skillset
· To do this go back into ‘Call Flow Administration’ and select ‘Skillsets’ 
· This will bring you up a list of Skillsets locate the one you need deleting and right click on it
· Click on ‘Delete’ it will now tell you that the skillset is going to be deleted and are you sure, click OK
· Once this has been done you need to delete the ‘Skillset Threshold’ 
· Do this by going into ‘Reports and Displays’ form the main menu and clicking on ‘Statistics Configuration’ 
· Double click on the ‘Skillset threshold Classes’ from the sub-menu
· This will bring you up a list of Skillsets
· Locate the Skillset Threshold you wish to delete and right click on it
· Select the ‘Delete’ option, it will ask you if you are sure, click OK
· You have now deleted the client.
NB. The use of the Client EXPOLINK is only an example please do not use this when deleting a client, you will need to replace it with the client name.

If you have any problems setting up a client pleased contact Wayne or Central Telecom.
