Answering Website Questions

When a question is received via the websites, a notification is
displayed at the top of Intrastats pages; this can be clicked on, or
you can access the page via the “Website Questions” link.

*

N 1ORR k] s TO G VX

|25 Stock Details / Quantities
[

[]Document Index
e

[s[Find Next Available Opera Account
[B]P.0. Update Log
[#]Repair Codes

[#Repairs Search
[T ———
Search Issues
s

ESE“E] Number

1
[QTelephone Orders
[@UPS / ORD Tracking Numbers
[=]viamed Gmails

! ! Invoice / Customer Reference

[s]Linked Delivery Addresses
ra Internal Document
[+]search Territory

Delivery Notifications

ices to be Emailed List
|Office Jobs
|Opera Documents Req. PDF
Uploaded Files

Even Sensors | Batteries | Flow Sensors | Sp02

3 Y E(EN(ED

This page will be displayed:

A question can be seen along with contact details of the enquirer



Using GoldMine, search for the company name, if they are not
listed, click “New” and add as many contact details as possible

from the supplied information.
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From this contact record, click “Complete™ and click
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Copy the message information from Intrastats
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Request further Informaiion on

and paste into the message box on GoldMine
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If there is a number listed in the “Google?” column, this question is
a result of Google marketing. Ask the marketing department who
needs to answer this question; do not respond to this question
yourself. Make a note of the ID number and click “Convert to
Issue”

You will be directed to your issues page, find the issue named
“Web Site Question ID ***” and click on it

" My Created Issues Not yet Read (6)




Click on the “Next Action” box and select the name of the relevant
person as directed by the marketing department. Write a small
note to advise this person of why you are sending them the issue

and click "Confirm | have updated the issue”

If there is not a Google code listed in this column, proceed to email
the potential customer and answer their question. When you have
contacted the customer, click “Done”

If the question cannot be answered by an office team member, and
there is no Google code listed. Convert to issue as outlined earlier
in this document and send to relevant team member.



