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.

Google

One account. All of Google.

Sign in to continue to Gmail

Need help?

One Google Account for everything Google
GMEROBLE > E

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.

| o | °

viamedinbox@gmail.com ~

Google

Gmail ~ = ﬁ o W n [$ More 1240623 o
Archive
MUY < @viamed.co.uk | DirectioG e Evans| Procedure - Please do not hesitate to contact me if | can be of assistance. Kind regards k 8:05am
Inbox (24 Cain Oneill Fud:Cain Oneil. Fixed Invoice - Hello. Please reiew your i egards Cain Oneil = 802am
Starred
Sayner Michael Request - Good Moring, Please could | request 3 stert EBME Dept, George Elist 7:59am
More v
Noble Bauer Noble Bauer. Fixed Invoice - Hello. Please check attached invoice. Thanks Nol @ T:58am
Amal Pollard Amal Pollard. Updated Invoice - Hi Please review your imicice atached. Thanks Amal Pollard = 75am

Wallace Roach Fw:Wallace Roach. Fixed Invoice - Helo. Plea oice attached @ T42am

Vermon Roberson Fwd:Vermon Roberson. New Invoice - i Please r tached invoice. Re mon Roberson This messag @ 7:40 am
Harper Trujillo ReHarper Trujillo. Latest Invoice - Hello. Please check fixed invoice attached. Thanks Harper Trujllo This messag @ 7:39 am
Erich Barton Erich Barton. Purchase Invoice - Hello. Please find updated invoice attached. Kindest regards Erich Barton This 1 @ 7:37 am
Wang Glenn Fw:Wang Glenn. Fixed Invoice - Hello Please review attached invoice. Kind regas essaget @ T23am
Stuart Burt ReStuart Burt. Created Invoice - i Please review your invoice attached. Thanks S © 720am
Richard Baker ReRichard Baker. Created Invoice - Hello. Please review updated invoice aftached. Kind regards Richard Baker TI @ 7:10 am
Micah Jones Micah Jones. New Invoice - Hi. Please find your invoice attached. Thanks Micah Jones © 705am
Jordan Payne Jordan Payne. Sales Invoice - i Plea ice a Kind Payn © T04am
Tucker Wright Tucker Wright. Created Invoice - Hello. P oice attached. Kind ker Wight This me @ 6:50 am
Gareth Franks. Fw:Gareth Franks. Updated Invoice - Hi Pleas find latest invoice attached. Thanks Gareth Frarks This message @ 6:42 am
Julian Mccormick ReJulian Mccormick. Latest Invoice - Hi Please check aftached invoice. Thanks Julian Mecormick 6:16 am
William Cline Cline’s Diving Industry 4th Quarter 2015 Survey Results for Dive Industry Professional 5:57am
Dubaimachines.com Onescreen 55" - 96" Canvas | Hubware. Interactive Meeting Rooms & Classrooms - Onesc 451am
Tender247 Tender Alert (45) Latest Tenders of Drug / Medicine / Pharmaceuticals - For assistance, Cal us @ 07575 097IE 136 am
Tandars HalloTeadn 1 atast Tondars and Businass | sads - Madical ansas - Tenders HellsTrade Hello User | atest fendars s oar vo 13 am

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

©  viamedinbox@gmai.com -

Google

Gmail ~ “« a o ] [ ] LY Wore 101 o
EE Request nbox x - People (2)

Intiox Sayner Michael <michael sayner@geh nhs ul 57 AM (12 minutes ago) « O Sayner Michael

Starred o posters [+ ‘michael.sayner@geh.nhs.uk
More ~ Good Morning, [

Forward remaining emails to the most relevant person or who it is of most

interest to.

Please could | request 3 copies of the Poster to:
Mick Sayner

EBME Dept,
George Eliot Hospital,
Eliot Way,

Nuneaton,

V10701,

Many Thanks & Kind Regards.

Mick.

Michael Sayner. Cert Ed

Technician £ 8ME.
George Eliot Hospital
Eliot Way
Nuneaton
CV107DJ.

s

= Forvard

Filter messages like this

ichael to Contacts list

Delete this message
Block "Sayner Michael
Report spam

Report phishing

Show original
Message text garbled?
Translate message

Mark as unread

DISCLAIMER: This e-mail, and any files transmitted with it, are confidential and

whom it is addressed. If you are not the intended recipient please destroy this mi

fed solely for the use of th
delete any copies hel

diidual to

id on your
systems, and notify the sender immeiately. You should not retain copy or use this e-mail for any purpose, nor disclose all or

any part of its content to any other person.
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Google [ a | O viamedr

x@gmail.com ~

Gmail - & a o L] ] LY More 101 o
[ coweose ] Fw:Elton Young. Sales Invoice bk x 58 People (2)
Inbox Elton Young gmuhyte@biconnect com yia biconnect onmicrosoft.com © 8:10 AM (0 minutes ago) 'S @ Elton Young
Starred to emaisteve.har. = gmuhyte@btconnect com
More~ Hi. Please review last invoice attached + Reply = -
Thanks ‘Show detals
Filter messages like this
Pint
Add Elton Young to Contacts lst
o Delete this message
Block "Elton Young
W owcF41.doc ' Report spam
Report phishing
Show original
s Message text garbled?
Translate message
Mark s unread
“m:hozam'.mnsosusen Terms - Privacy

Lastaccount activey: 14 hours ago
Detate

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

Google [ a | () i

Gmail ~ c Wore 120122 o
m Sayner Michael Request - Good Moming, Please could | request 3 copies of the Poster to: Mick Sayner EBME Dept, George Eliot 7:59 am
Inbox (22) Noble Bauer Noble Bauer. Fixed Invoice - Hel ched invoice. Tha © 7s8am
Starred §
Amal Pollard Amal Pollard. Updated Invoice - Hi. P! o 755am
Lessa
Wallace Roach Fuw:Wallace Roach. Fixed Invoice - Hell Roach @ T42am
mportant
Chats Vernon Roberson Fwd:Vernon Roberson. New Invoice - Hi. Please review aitached invoice. Regards Vemon Roberson This messac @ 7:40 am
Sent Mail Harper Trujillo ReHarper Trujillo. Latest Invoice - Hell 7:39.am
Drafts
Al i Erich Barton Erich Barton. Purchase Invoice - Hello 7:37 am
Wang Glenn Fuw:Wang Glenn. Fixed Invoice - Hello, P att ice. Ki 7:23am
Trash
Stuart Burt ReStuart Burt. Created Invoice - Hi. Please review your invoice aftached. Thanks Stuart Bu @ T20am
» Categories
Richard Baker ReRichard Baker. Created Invoice - Hello. Please review upda regards Richard Baker Tl @ 7:10am
~ Direct to Gmails
Cathy Green Micah Jones Micah Jones. New Invoice - i Please f o T:05am
Catrin Hollings y
Jordan Payne Jordan Payne. Sales Invoice - Hi. Pleas: s Jordan Payne @ T04am
Derek Lamb
Emily Hanson Tucker Wright Tucker Wright. Created Invoice - Hello. Please check latest invoice attached. Kind regards Tucker Wight This me @ 6:50 am
Goldmine Gareth Franks Fw:Gareth Franks. Updated Invoice - Hi. Please find latest invoice hanks Gareth Franks Tl 6:42am
Helen Lamb (1)
Jean Lamb Julian Mecormick ReJulian Mccormick. Latest Invoice - Hi. Please check attached invoice. Thanks Julian Mecor 6:16 am
John Lamb William Cline Cline’s Diving Industry 4th Quarter 2015 Survey Results for Dive Industry Professional 5:57 am
Jonnathan Connor
Dubaimachines.com Onescreen 55" - 98" Canvas | Hubware. Interactive Meeting Rooms & Classrooms - One: eractive Ser 4:51 am
Katie Evans (77)
Keith Taylor Tender247 Tender Alert  (45) Latest Tenders of Drug / Medicine / Pharmaceuticals - For as: 136 am
Lisa Noon (30) . § - N
Tenders HelloTrade Latest Tenders and Business Leads - Medical gases - Tenders HelloTrade Hello User, Latest fer 1:31am
Michael Green
Michael Lamb Snooper Packed Full Of Technical Spec - Get Your DVR-4HD Dash Cam Today - To be sure that you alway 10:17 pm
Ruth Hardaker (. AMRC with Rosina AMRC. with Rosina Fvents lndate: | atest develonments in arindina technoloaies. fth March... - afest deve Feh?

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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Google inspam [ o | ©  viamednbox@gmaicon -

Gmail - B~ Deleteforever  Not spam [ More - 150058 < > -
MOVETo:
Micah Jones | g rinvice attached. Thanks Micah Jones @ T7:05am
Inbox Ste
Jordan Payne {  Dirctto Gmas/Steve Nixon v updated invoice attached. Kind regards Jordan Payne © T:04am
Starred Direct to Gmails/Viamed Invoices
Less Koehler Group Do not trust - suspected scam tion Series- February 2016 - Chinalnvest biz Information Series - F  7:01am
\mportant Tucker Wright Jogistic @humanmeduk. com check latest invoice attached. Kind regards Tucker Wright This me e 6:50 am
Chats Gareth Franks e e find latest invoice attached. Thanks Gareth Franks This message @  6:42 am
Sent Mal
Drafts Jaka Gros Promotions inkedn - Linkedin Jaka Gros would like to stay in touch on L 6:23 am
Updates
All Mail Julian Mccormick Forums e check attached invoice. Thanks Julian Mccormick @ 6:16am
Spam (38)
LateRooms. com four stay... - Stays with that bit more from £49 It's going tobe agn  6:08:am
Trach Create new
i Manage labels . . .
 Categories ArabianBusiness.com AM p global aviation firm; Nakheel awards $381... - ArabianBusine: 5:22am
 Direct to Gmails Invoige-notification @ups Directo Grm../Derek Lamb | UPS Invoice Notification - Dear DEREK LAMB: Your most recent UPS invoice for accou 5:11am
Cathy Green
Invoice-notification @ups Direstio Gm../Helen Lamb | UPS Invoice Notification - Dear viamed: Your most recent UPS invoice for account numb ~ 5:11 am
Catrin Hollings
Derek Lamb Melanie Wade Directio Gma...iohn Lamb 1 New SnapHookup Alert - Wanna get an ocean of pleasure? My BF is in military current  4:26 am
Emily Hanson Grace Green Directt.../Steve Hardaker 1 New SnapHookup Alert - | have something wet and waxy for you | need a passionate mz 3:27am
Goldmine
Finance Department Diectio 6. /Ryan Swaine Western Union: You have received a money transfer - Welcomel You have received a @ 3:11am
Helen Lamb (1)
Jean Lamb Madeline Parker Directio Gm../Helen Lamb | 1 Pending Hookup Alert - Come and fill me with you love Need your d@ck right now Nau 1:49 am
John Lamb
Marsha Mcgee Directio Gm./Helen Lamb | 1 InstaSextMsg Waiting - If you text me back right now | will show you what you would I 12:02 am
Jonnathan Connor
Katie Evans (79) Keshaun Imbrenda Quick Question - What's going on? | was visting your website on 2/2/2016 and I'm very interested. I'm @ 11:16pm
Keith Taylor X . § 3
Twitter Follow Leigh Francis, BBC Sport and Joseph Barton on Twitter! - Hey Medesales, Here are some people we ft 10:49 pm
a Noon (30)
Kalla Eno Quick Question - How do you do? | was visting your website on /212016 and I'm very interested. I'm curently = 10:31 pm

Michael Green
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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.

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.

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

The supervisor should be notified.
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