
Getting Started Guide
Managers & Admins



Who is a Manager in AgriSync?

Any advisor can be given Manager-level access in a company’s AgriSync 
account. The main difference between an advisor and a manager is that 
managers have access to the Manage and Insights tabs on the web 
dashboard. 

The Manage tab is where managers can edit team settings such as the Call 
Tree, Ring Schedule, Greetings Message, and Team Members. Managers 
can also add to the company’s Ticket Tags and send Broadcasts. 

An existing manager can change another advisor’s role by logging into the 
web dashboard, going to the Manage tab, clicking on Advisors View, and 
changing the role from Advisor to Manager. 

https://help.agrisync.com/en-us/article/understanding-roles-within-agrisync-cjf5ki/
https://app.agrisync.com/login


Creating & Managing Teams

AgriSync is a team-based support 
platform. You can separate your 
account into teams of experts based on 
department, location, etc. Depending 
on how many advisors you have, you 
may have one or multiple teams in 
your account. Each team has a 
dedicated VoiceHub number.

Create new teams in your account by 
signing into the web dashboard and 
clicking on the Manage tab. Learn 
more here. 

https://help.agrisync.com/en-us/article/managing-teams-within-your-organization-1889a4/


Inviting an Advisor

If you have open advisor seats 
available in your account, you can 
invite a new advisor from the 
Manage tab by typing in the 
employee’s name, email, and 
phone number. 

Make sure you specify what 
team/s the advisor should be on 
and if they need Manager-level 
access in your account. 

https://help.agrisync.com/en-us/article/adding-inviting-additional-team-members-1lj7qnm/
https://help.agrisync.com/en-us/article/understanding-roles-within-agrisync-cjf5ki/


Importing Contacts

Advisors can import contacts into their 
company’s account either from their 
phone’s address book or on the web 
dashboard. Perhaps the easiest way to 
import contacts is with our Bulk Import 
feature, because it allows you to add 
contacts to Segments during the 
process. 

To import contacts, login to the web 
dashboard and go to the Contacts page 
to download the sample file. Learn 
more by visiting this article. 

https://help.agrisync.com/en-us/article/creating-customer-segments-1fughx0/
https://help.agrisync.com/en-us/article/importing-contacts-into-agrisync-1hzfqwr/


Customer Segments

Segments allow you to group 
customers into categories. A 
customer’s Segments will display 
within their tickets and when they 
call into a VoiceHub number. You 
can create up to 100 Segments in 
your account. Customers can be in 
multiple Segments. 

To create new Segments, login to 
the web dashboard and click on the 
Contacts tab. Learn more about 
Segments here. 

https://help.agrisync.com/en-us/article/creating-customer-segments-1fughx0/


Setting a Ring Schedule

Every VoiceHub number can have its 
own dedicated ring schedule for the 
members of that team. A ring 
schedule determines which advisors 
are on call at certain days/times of 
the week. Many teams use the ring 
schedule to rotate who is on call 
during after-hours. 

To update the ring schedule, go to the 
Manage tab of the web dashboard, 
find the team you want to update, 
and click Ring Schedule. 

https://help.agrisync.com/en-us/article/set-a-ring-schedule-for-your-voicehubtm-number-1lno4op/


Greetings Messages

Every VoiceHub number can have its 
own messages for customers to 
hear when they call in. You can 
record these messages under the 
Manage tab of the web dashboard. 

Greetings messages will improve 
your customer experience. When a 
customer calls in, they will hear a 
member of your team’s voice 
instead of an automated voice. 
Learn more here. 

https://help.agrisync.com/en-us/article/record-voicehub-greeting-voicemail-recording-xt4d6g/


Creating a Call Tree

Along with a ring schedule, every 
VoiceHub number can also have a call 
tree. This allows customers to get 
routed to a specific individual or 
group of individuals based on the call 
tree slots you define. You can create 
up to 9 call slots for a VoiceHub
number. 

To create a call tree, login to the web 
dashboard and go to the Manage tab. 
To learn more and see examples of 
call trees, visit this help article. 

https://help.agrisync.com/en-us/article/creating-a-call-tree-ekp8gq/


Create Custom Ticket Tags

Ticket Tags are customizable in your 
company’s AgriSync account to 
allow advisors to categorize their 
issues. Whenever your advisors 
close a ticket, they’ll be asked to 
categorize the ticket into one or 
more ticket tags. To create your 
ticket tags, go to the Manage tab of 
the web dashboard and click on 
Ticket Tags. 

Learn more about Ticket Tags here. 

https://help.agrisync.com/en-us/article/creating-ticket-tags-12fbfpj/


Sending a Broadcast

Broadcast is a bulk texting feature within 
AgriSync that is used for sending 
proactive or time sensitive information 
to customers or internal employees. You 
can attach a photo, video, or PDF to a 
Broadcast message. Every VoiceHub
number in your account can send a 
Broadcast up to 100 recipients/day. 

Any advisor can create a Broadcast draft 
message. Only Managers in your account 
have the option to share the Broadcast 
to selected customers or Segments. See 
how on web and mobile. 

https://help.agrisync.com/en-us/article/broadcast-send-bulk-text-video-and-pdf-messages-a52aiu/


Downloading Reports

AgriSync can be used to bill customers 
for time spent on issues. AgriSync 
automatically tracks the time spent on a 
phone or video call. Advisors can also 
manually add time into a ticket. You can 
view a ticket’s tracked time in the Timer
section of the ticket or by downloading 
reports of tickets. 

To download reports, login to the web 
dashboard and click Reporting on the 
main tickets page. At the bottom of the 
page, you can filter the report and click 
Download to download an Excel file. 

https://help.agrisync.com/en-us/article/reports-and-downloading-ticket-data-1n5zhxt/


Questions?
Email help@agrisync.com


