Dstny — Adding Entries to the Directory

1.

Log in to the Portal using an internet browser

admin.hosteduk.net
Login will usually be your email address, please contact us if you don’t know your

password.
Click on External Contacts on the left hand menu (see Yellow highlight below)
Click on the 3 dots on the right hand side of the Contact List (circled in red below).
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5. Make sure the window that appears has ‘Edit contact list KL-Contacts at the top
(highlighted in yellow below)
6. Click on Add Contact (circled in red below)
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7. In the window that pops up make sure it says Add Contact (highlighted in yellow). Enter
the first name and last name of the new contact.
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8. Use the bar on the right hand side to scroll down to the bottom of the window and click
on Add new phone number (circled in red)
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9. Type in the contacts telephone number in the Phone Number box. Click on the drop
down arrow on the next box and select whether the phone number is the Mobile, Home
or Work number.
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1. If you have another contact to add click on Add Contact again (circled in red below)
making sure Edit Contact list KL-Contacts is still showing.

Repeat steps 7-10 to add any more contacts
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12. Once you have added all the contacts you wish to, click on Save in the bottom right
corner of the Edit contact List KL-Contact window (circled in red below)
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13.

If the contacts have saved OK, you will see a pop up in the top right hand corner
confirming the save was successful. The browser can then be closed.
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