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VM3COP20.27 – Annual, Off-Site Servicing for Resusc itation Cabinets 
 

 
 
Related documents: VM3COP20.37 Generating a New Service Visit 
 
 
 
From IntraStats, click on the ‘Returns’ icon and click 
‘Service Visits’. 
 
 
 
 
 
 
 
As the key states, blue lines indicate a repeat visit; this is most often an annual visit but the, 
‘Recur Months’ column indicates the frequency of the visit and the ’Due Date’ column specifies 
the date this will be required. 

 
This screen displays a lot of required information for the service visit to be completed. However, 
the notes section is used most during an active service visit. 
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Click on the, ‘Notes’ icon and familiarise yourself with the sticky notes and the notes from the 
previous year’s visit. The sticky notes should advise you of how many rooms and which 
rooms/departments need attention. 

 
 
The UK Sales Manager sends the customer a quote well in advance of the due date; the 
customer then sends a purchase order to cover the quotation. 
 
When the purchase order is received, retrieve the quotation from the quotation folder located in 
the office, compare it to the quotation sent and ensure the value and descriptions are correct. 
Check if the purchase order has an expiry date, if so, liase with the UK Sales Manager to 
ensure the service is completed before the expiry date. Save a PDF copy of the purchase order 
in U Drive>Current Year>Servicing Current Year>Hospital Name. E.g. U:\2017\Servicing 
2017\Sunderland Royal\Purchase order.pdf.  If there are any discrepancies, consult the UK 
Sales Manager before proceeding. 
 
If all is well, turn the quotation into an order; consult VM3COP20.30 if you are unsure on how to 
do this. Ensure the purchase order number and due date are correct on Viamed’s order 
paperwork. Consult with the UK Sales Manager to confirm the current contact in the EBME 
department and the department where the Infant Resuscitation Cabinets are located, add these 
to the ‘Comments’ field in Opera when processing the order. Have the order checked as per 
normal procedure. 
 
Liase with the UK Sales Manager and the Service Engineer to confirm the intended dates of the 
service and how many days in total the engineer will need to visit the hospital.  
 
Liase with the UK Sales Manager and ensure that all the equipment and parts needed are in 
stock and add Warehouse Requests where needed. Be sure to state the required date on the 
Warehouse Request.  
 
To add a Warehouse Request, from IntraStats, click on the ‘Lookup’ tab and click on the ‘Stock 
Details/Quantities’ field. Enter the part number required and press the ‘Enter’ key. 
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When the page opens, click on the, ‘X’ icon then click on the ‘Request Warehouse’ icon. 

 
 

Most of the fields will have been filled but you need to enter a quantity and any notes, including 
the ORD number and due date, in to the large notes field at the bottom. 
 

 
 

When suggested dates have been decided and the parts/equipment are in stock, call the 
contact in EBME and check whether the engineer needs to sign in with them each day before 
commencing work.  
 
Call the contact in the department where the Infant Resuscitation Cabinets are located to 
confirm that the suggested dates are suitable. If the dates are not suitable, liase with all parties 
to renegotiate the dates. 
 
Hotels 
 
When the dates have been confirmed, check if hotels need booking for the Service Engineer. 
To do this, navigate to the ‘Service Visits’ page, locate the relevant service visit from the list and 
click on the Notes’ icon. 
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Scroll down the page to the, ‘History’ section, read the notes in the ‘Hotel’ column to ascertain 
whether a hotel stay is required. 

 
 

Where a hotel stay is required, contact the suggested/previously used hotels and arrange a 
booking. A card payment is usually required; speak with the accounts department to obtain the 
required details. 
 
Any quotation from the B&B/hotel, their address, contact person and telephone number need to 
be added to the service logs. This is found in the 'Notes' section under ‘Hotel Notes’, previous 
notes will also be displayed. The ‘Dates Booked’ section needs to be filled with the dates of the 
intended service visit. 

 
The Visit 
 
For visits that do not require a hotel stay, every morning before the Service Engineer leaves, the 
relevant department needs to be called to confirm that there are at least two rooms free. If less 
than two rooms are free, advise them that we will try again on the next working day, as it will not 
be economical for the hospital due to fuel costs. If at least two rooms are free, advise the 
Service Engineer that they are welcome to attend. 
 
The Service Engineer will confirm which rooms have been completed after each day onsite. 
When you call the next day, you need to ensure that at least two of the rooms that have not yet 
been serviced are free for the engineer to visit. 
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Completion of the Service Visit 
 
When all rooms have been serviced, the service engineer will return and upload the service 
reports in to U drive. They will scan the parts used and tick the box to confirm they have done 
this, they will also tick the, ‘Service Engineer has completed the Visit’ box. 

 
 
The Service Reports can then be sent to the relevant person. To locate the Service reports, 
navigate to U Drive>Current Year>Servicing Current Year>Hospital Name>Service Sheets.  
E.g. U:\2017\Servicing 2017\Sunderland Royal\ Tom Thumb Service Sheets 20170720.zip Use 
the .zip file wherever possible as there is often a large amount of files contained within which 
cannot be attached to a single email.  
 
Consult with the UK Sales Manager to check if there is anything further to add before you email 
the contact in the EBME department and send the .zip file. When emailing them, ask them to 
confirm that they have received the attached reports.  
 
When the email has been sent, tick the ‘Service Reports Sent’ box and use the drop down 
menu on the ‘Primary Contact Sent Reports’ line to select the person you have emailed. Tick 
the ‘Invoice can now be generated/sent’ box and click ‘Update’ 

 
 
When the contact replies to confirm that they have received the reports, PDF the email and 
save in U Drive. E.g. to U:\2017\Servicing 2017\Sunderland Royal\ Email Confirmation - David 
Ferguson - Tom Thumb Service Reports.pdf 
 
Thank the contact and return to the ‘Notes’ screen. Tick the ‘Service Reports Confirmed 
Received’ box and the ‘Service Visit is fully complete’ box then click ‘Update’. This will then 
reset and the due date will display the same date next year. 

 


