
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.

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.

From this contact record, click “Complete” and click “Message…”

Copy the message information from Intrastats 

and paste into the message box on GoldMine



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



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 I 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.


