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Adding Company Details

The company information page serves as a bulletin board where general information about the company such as
name, number of employees, phone number etc. is stored for the customer service team. When customers ask for
company address or a phone number, the agents can quickly fetch the information from the Desk account instead

of looking up on website or internal repositories.

Company profile include the following information:

= Company name

= Logo

= Employee count

= Description about the company, this can typically include the type of business the company does.

= Phone number

= Mobile number

= Fax

= Website

= Primary contact (Super admin) - Single point of contact for all communications regarding the transactions
and bills from Zoho Desk. The administrator has the permission to change the super administrator as per the
company's requirements.

= Complete address

= Currency locale - By default, the currency is set to US dollars ($). However, users with admin privileges can
change the currency settings as per organization's requirement. The currency chosen here, is used to

compute support costs in the Time Entry module.

=) Note

e Company name, primary contact , and currency locale are mandatory fields.
e Only the active users with the default Administrator profile in Zoho Desk can be selected as the

Super Administrator.

To add company profile

1. Click the Setup ( {0} ) > Organization > Company.
2. On the Company Information page, click Edit in the upper-right corner.
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COMPANY PROFILE
The Company Profile page allows you to define and manage key information about your organisation. This includes your brand identity,
contact details, and more. Keep this information up-to-date so that you can provide accurate details to your customers and team if needed. 5

E Learn more

Zylker Inc.
Employee Count: 12
v Based in Pleasanton, Zylker Inc. is a premier creator of handheld devices.

3. Make the necessary changes to the details.
4. Click Save.

Organization | Company | Edit-Zylker Inc.

Company Profile

O

Supported formats: PNG, JPG, JPEG. Max file size: 2 MB.

Company Name* Alias ©

Zylker Inc.

Description

Based in Pleasanton, Zylker Inc. is a premier creator of handheld devices.
Website Employee Count
Zylker.com 1200

Primary Information
Points To Remember

Primary Contact *

yoda@zylker.com

Currency Locale* © &

United States

Address Details

You can update your company address and contact details here.

Street

4141 Hacienda rive

State

California

Country

United States

Setting currency locale

« Primary contact (Super Admin) receives important communications from
Zoho, such as billing and subscription related information if you are a paid
user. Ensure to update credit card details if the Primary Contact is changed.

« Currency Localei fon is captured as isation-level data.
Administrators with necessary privileges can change the currency settings.

City

Pleasanton

Zip Code
94588

Phone

+1408 916 9191

Currency settings are an organization-specific feature. By default, the currency is set to US dollars ($). However,
users with Administrator privilege can change the currency settings depending on the organization's requirement.
Based on the currency locale you choose, the currency value will be updated for computing support costs in the

Time Entry moduleTo set currency locale

1. Click the Setup (¢} ) > Organization > Company.

2. On the Company Information page, click Edit in the upper-right corner.

3. Under Primary Information section, select the country from the Currency Locale list.
4. Click Save.
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Primary Information
Points To Remember

; *
Primary Contact * Primary contact (Super Admin) receives important communications from

yoda@zylker.com v Zoho, such as billing and subscription related information if you are a paid
user. Ensure to update credit card details if the Primary Contact is changed.

® Currency Locale information is captured as organisation-level data.

Currency Locale* ® & - ) e )
Administrators with necessary privileges can change the currency settings.

United States v

Assigning a Primary Contact

The primary contact is the single point of contact for all communications regarding the transactions and bills from
Zoho Desk. The organization's administrator has the privilege to change the super administrator as per the
company's requirements.

To assign a primary contact

1. Click the Setup ({2} ) > Organization > Company.

2. On the Company Information page, click Edit in the upper-right corner.

3. Under Primary Information section, select the Primary Contact from the list.
4. Click Save.

Primary Information
Points To Remember

Primary Contact * Primary contact (Super Admin) receives important communications from

yoda@zylker.com v Zoho, such as billing and subscription related information if you are a paid
user. Ensure to update credit card details if the Primary Contact is changed.

e Currency Locale information is captured as organisation-level data.

Currency Locale* © & - . e )
Administrators with necessary privileges can change the currency settings.

United States >

The primary contact chosen will be assigned as the super administrator of your Zoho Desk.

[S) Note

¢ Only the active users who have Administrator profile can be selected as the primary contact.
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