
VM3COP27.02 Collecting Emails and Distributing

Scope
Distribute emails that do not auto sort to the correct personnel

Inputs to the Process
Email Inbox Global account currently Gmail viamedinbox@gmail.com

Outputs to the Process

Email forwarded from the main in-box and redistributed to the 
required users in-box
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Carrying out the process
Navigate to https://mail.google.com and log in with your personal user name 
and password.

Click on the user icon located at the top right of the screen and click on “Main 
Account”
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You will be presented a new window. A list of emails will appear, some will 
have labels as they have been sent directly to a specific recipient, these can 
be archived by checking the box to the left of the email and clicking the 
archive button.

Read all other emails, if it is an order, print and acknowledge order as per 
order processing procedure. 

Forward remaining emails to the most relevant person or who it is of most 
interest to.
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Vandagraph emails do not need forwarding to Jean Lamb or Ryan Swaine as 
they are done so automatically.

Emails to John Lamb should be forwarded to Jean Lamb, Steve Nixon or 
Derek Lamb dependant on content as he doesn’t always see them.

Check the spam emails

If any purchase orders are found, process as per order processing procedure.
If there are any emails from UPS, tick the checkbox next to them and move to 
the UPS folder. Delete the remaining spam mail.
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Risks with the procedure
1. Emails that drop into SPAM are deleted by mistake.

2. Emails get sent to the incorrect person.

3. Emails not arriving.
 

1.

Due to the nature of emails its not uncommon not to receive and email in the 
first place.

However on a complaint Email arriving the supervisor can view a backup 
email box.

If the email is found in the back-up box, A non conformance issue should be 
raised under the 'Non Conformance Issues' header. And the mail redirected backinto 
the system.

2.

This can be a common problem / human error where users receiving the email 
will redirect the email to the correct person.

3.

The supervisor should be notified.
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