
 
 

Address Management Tip Sheet  
 

 
Introduction:  Cisco Service Contract Center enables you to search, create, edit and save installed-at site 
addresses using the Address Management tool. By managing your addresses, you can increase your productivity 
by proactively saving commonly used addresses onto your personal address book for quick referencing. For each 
installed-at site address, an ID number is automatically applied, which can be easily entered into the system and 
directly associated to the actual address on a quote. The ID number also helps increase the organization and 
tracks the consistency of all address entries in the database. This tip sheet will show you how to use the Address 
Management tool in Cisco Service Contract Center to effectively manage the Installed-At Sites you use most. 
 
Accessing the Address Management Tool: 
There are two ways to access the Address Management tool: 
 

1) From the main CSCC window, roll over the General tab and click Address Management. 
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2) Or by clicking any Installed-At Site ID selector icon throughout the application. 

 
Caption: Edit Line Item(s) window, Install Site section 
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Searching and Saving an Address: 
When creating quotes, every line item must have an installed-at site. To locate the installed-at site address, you 
can use the Address Management tool to look for the correct address and apply the associated installed-at site ID 
to the line items. For those commonly used addresses, you can save them to your personal address book for 
quick referencing. If you cannot find the address you are looking for, you can create a new address. Please 
reference the next section below, Creating a New Address, for more information. 
 
The Address Management tool provides three different address views through the following tabs: 
 

• Search Results – Displays the addresses based on the search criteria. You can save any of the listed 
addresses onto your address book. 

 

• ViewAddressBook:Bill To – Displays the Bill To addresses comprised of the Bill To addresses of your 
registered contracts. To add a new Bill To address, you must contact Cisco support. 

 

• ViewAddressBook:Install Site – Displays your saved installed-at site addresses in chronological order so that 
you can re-use them to add installed-at site IDs to quote lines or filter screen options when using selectors. 

 
Follow these steps to search for an installed-at site address and save it to your personal address book: 
 
1. On the Address Book screen, enter or select entries for all required fields, indicated by a red asterisk. Then 

click ‘Search for Site’. 



Note: As a best practice, always enter as much information as you know about the address to help speed-up 
the search process. Entering only one or few characters will decrease performance of the search since 
thousands if not millions of address records may exist for a very simple query. 

2. View the search results in the ‘Search Results’ tab. 
Note: The maximum number of addresses that can be shown is 200. If the search results return more than 
200 addresses, you will be asked to refine the search. 

3. Click the checkbox next to the address you want to save to your address book. 
Note: If you are editing a line item and wish to apply a new site, click the ‘Select Site’ button. This also applies 
if you are attempting to select a site value to appear when using the Site Selector to search for a specific site.  

4. To save the site to your records so that you can reference it easily in the future, click  ‘Add Site to Address 
Book’. The address will be listed under the ViewAddressBook:Install Site tab. 
 

 
Caption: Address Book screen 

 
Creating a New Address: 
In order to create a new installed-at site address, you must first perform a search using the address information to 
verify that it doesn’t already exist in the database. This helps keep records clean by ensuring that no duplicate 
addresses are created. Once an address search is performed, the ‘Create New’ button is enabled. If no results 
were found or if none of the search results correspond to the address you want, you can proceed to create a new 
address. Follow the steps below to create a new site: 
 
1. After performing a search, if no results are found that match your address needs, click the ‘Create New’ 

button. 

  

 
Caption: Address Management, Address Book tabs 

Step 4: Click ‘Add Site to 
Address Book’ 

Click ‘Select Site’ if you have 
searched for a site to add 

Step 3: Click checkbox 

Step 1: Populate search criteria and click ‘Search for Site’ 

 

2. The Address Book (Create New Site) window will appear. Enter all the information about the address that you 
have available. At a minimum, you must enter the address information in the required fields, indicated by the 
red asterisk. 



Note: For the Customer Name field, you may select an existing customer name or create a new customer 
name. Options under the Customer Name field are based on your original search entry in the Installed-At Site 
Name field. The tool will provide customer names that closely match the installed-at site name.  
 

 
Caption: Address Book (Create New Site) pop-up window 
 

Step 3: Click ‘Create 
New Site’ 

Step 2: Populate 
site details 

3. Click ‘Create New Site’. Once the address has been validated, it will automatically be saved to your Install 
Site address book. 

 
Note: When new addresses are created, they need to be validated by the system through Export Compliance 
checks. This may result in a quote line associated with the address becoming invalid after initial creation. If this 
occurs, wait 1-2 hours before re-validating your quote. If you are still unable to validate the line after 24 hours, 
open a case.  
 
Editing and Deleting an Address: 
In the event that you no longer use an address and wish to remove it from your personal address book, you can 
delete it. Deleting an address will only remove it from your address book and not the database. In addition, you 
can update an address information by making minor edits if necessary. For example, if an address was 
accidentally entered as an ‘avenue’ rather than a ‘street’, you can make updates using the Address Management 
tool. You cannot make any changes to the City, State/Province, Postal Code, and Country fields to an address as 
this is a major change and may require a new address to be created. 
 
Follow these steps to edit or delete an installed-at address from your address book: 
 
1. From the View AddressBook:Install Site tab, click the checkbox next to the address you wish to edit or delete. 

2. Click the ‘Edit’ or “Delete’ button. 
 
3. If you clicked the ‘Edit’ button, the Installed-At Site Address window will appear. Here you can enter the new 

installed-at site address information. 
Note: The City, State/Province, Postal Code, and Country fields cannot be edited. If your address changes 
require any of these fields to be updated, please search for the install site address to see if it is already in the 
system, or create a new install site address. 

4. Click ‘Send Request’. Your address change request will be processed within 48 hours. 



Step 3: Populate 
new site information 

 
Caption: Installed-At Site Address, Edit pop-up window 
 

Step 4: Click ‘Send 
Request’ 

Managing Addresses Using Upload Template: 
Installed-at site addresses can also be searched and created using the upload template when quoting. Within the 
template, you must provide sufficient address details for the system to search or create an address. At a minimum, 
the Install Site Name, Address 1, City and Country fields must be populated for the system to perform a search. 
To create a new address, all the required address values for the installed-at site must be applied. For that reason, 
it is important to apply all the address information that you have available when adding lines using the upload 
template. 
 
It is recommended to use the upload template if you are managing a large number of installed-at site addresses. 
Please reference the Address Management Using the Upload Template section of the Large Quotes Job Aid for 
more information. 
 

Related Links: 
CSCC Training Website: Click Here 
CSCC User Guide: Click Here 
Large Quotes Job Aid: Click Here 

 

http://www.cisco.com/E-Learning/gfo-cscc-training/public/cdc_single_files_entitled/Large_Quotes/CSCC_Large_Quotes_Job_Aid_External.pdf
http://www.cisco.com/web/services/resources/cscc/training/index.html
http://www.cisco.com/E-Learning/gfo-cscc-training/public/cdc_single_files_entitled/CSCC_User_Guide_Partner/CSCC_User_Guide_Partner.pdf
http://www.cisco.com/E-Learning/gfo-cscc-training/public/cdc_single_files_entitled/Large_Quotes/CSCC_Large_Quotes_Job_Aid_External.pdf

