VM3COP10.03 — Office - Chasing Lost Customers

Log into IntraStats as per VM3COP20.72

From the ‘lookup’ tab, click on the ‘Office Jobs’ link.

) E Country Distributors.
. [® Decument Index -
N
[~ Document Index - File Checker
[ Find Next Available Opera Account ®
[ Order Number checking / Tracking Search
~[# PO. Update Log [v]
. [% Repair Codes
[ Repairs search

[ 7 Search Issues

[ Serial Number -

I @&
.+ [A Take New Call o
|8 Telephone Orders ©
B UPS [ ORD Tracking Numbers
~[] viamed Gmails o

+ | Invoice [ Customer Reference. &

+ lua Linked Delivery Addresses.
[ Opera Internal Document
[ Search Territory

W
[ Delivery Notifications i o
[ nvoice to be Emailed List VST o
[ Invoices to be Emailed List o

.| Lost Customers List o
o

When a lost customer task appears on the ‘Office Jobs’ list, look at the job issue for the details.
Within the issue it should state a part number and department along with information regarding
which leaflet to send and whether or not to include a price list; if any information is missing,
consult with the marketing department. If unsure on how to use the, ‘Office Jobs’ list, see
VM3COP20.40.
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From IntraStats, click on the ‘Lookup’ tab
and enter the part number in to the ‘Stock
Details / Quantities’ field.

When the stock line appears, click on the X’ button and then click on the ‘Lost Customers’
button.

=1

14 3| £ |O|@|=1 2 Ol OFE R oz XILAM]

A list will appear containing all of the customers who have ever bought the product. If the line is
red, do not contact them as the hospital/company may have closed, or it may be a duplicate
account. If the customer has purchased the product in the current year, the line will be white; do
not contact them as they are still purchasing the product.



Lines will be green if we have already contacted them about this product or a product in the
same range; if the product you are working on is a single use product and they have been
contacted in the last 6 months, do not contact them again, if it is not a single use product and
they have been contacted in the last 12 months, do not contact them again. To find the last date
they were contacted, check the ‘Last Chased’ column.

Any blue lines need to be contacted.

Locate the first appropriate line and click on the account number on the left.
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Locating the correct contact

Send a letter to one person in procurement/supplies and one person from the relevant
department. Ensure the most relevant contact is used for the department; this can be someone
who we have had direct contact before or the person named on the most recent order.

To do this, locate the product you are working on in the list and click on the number in the
column for the most recent year they purchased.
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This will open a list of invoices containing that product ordered in that year. If there are more
than one invoice listed, check the date column and find the most recent. Then click on the
invoice number next to it. This will open the invoice screen that contains the details specific to
that invoice.
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Click on the PDF icon to open the invoice. _21

Locate the name of the customer in the bottom left of the invoice. Disregard the name in capital
letters as this is the name of the colleague who processed the order.

VIAMED

INVOICE

Delivery No. DEL&O061
Invoice Address Delivery Address
y - ;L g Invoice No. IN123164
Hewcastle Upon Tyne Hospitals Royal Victoria Infirmary
Leocounts Payable Electronics & Medical Eng Dept Delivery Date 18/08/12
Finance Department Queen Victoria Road
Freeman Hospital, Freeman Rd Newcastle Upon Tyne Tax Point 18/09/12
Hewcastle upon Tyne
NEY. SOH ¥t W Customer Ref. W/56022
Account 00003800
FRODUCT CODE DESCRIPTION QUANTITY UNIT PRICE DISC.% Total £ VAT
0110015 Oxygen sensor, R-15 2 36.00 72.00 1
S/N 857482 857488
0110023 Oxygen sensor, R-23V 2 36.00 72.00 1
S/N V08506-07
0110022 Oxygen sensor, R-22MED 2 36.00 72.00 A
S/N 9%26877-78
PERD Delivery - Royal Mail 1lst Class Recorded 1: A
Tracking number:AU249952458GB
IGeoff McDonoushl
Goods Total 216.00
LAURAC
Weee registration number: WEE/DD19522Q VAT 2329
Vat Registration number : GB 287 3895 93 Involcs Total 25450

Terms: Nett 30 days from date of Invoice.
Terms and conditions: www.viamed.co.uk/terms.htm
Credit transfers to : Barclays Bank PLC, High Street, Skipton, N Yorks.

For credit of:

VIAMED Ltd, £ A/C No. 00806662 Bank Sort Code 20-78-42.
BIC/Swift Code: BARCGB22

IBAN: GB93BARC20784200906662 has been received.

Claims: Please claim non delivery within 7 days of invoice,
shortages or damages within 3 days of receipt.

Claims after these times cannot be entertained

Title to goods does not pass until payment in full

15 Station Road, Cross Hills, Kelghley
West Yorkshire, BD20 70T, UK
Telephone : +44 (0) 1535 634542

Fax : +44 (0) 1535 635582

Emall : Info@viamed.co.uk



Writing the Letter

Log into GoldMine as per VM3COP20.72. From Goldmine, look up the company/contact; if
unsure on how to do this, see VM3COP20.081.

When the contact has been located, click the ‘Write’ button from the toolbar at the top. Ensure
you are working from your own username and find the correct letter template; this should be
named with the correct product. If you do not have a letter template for the product, consult with
the marketing department.
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Double click on the letter to open it; the letter will then open in Microsoft Word, Libre Writer or
OpenOffice Writer dependant on which program is installed on your computer.

GoldMine will fill out the address, date and greeting automatically; ensure these are correct.



Note: In the below example, as the letter is being written to an unnamed person, there is no
title, however there is still a space before “Department Manager” which needs to be removed.
The postcode should be on its own line. Edit the letter as necessary to ensure the details are
correct and presentable.

Before After
Department Manager Department Manager
Purchasing Purchasing Department
Glan Clwyd General Hospital Glan Clwyd General Hospital
Bodelwyddan Bodelwyddan
Rhyl, Clwyd LL18 5UJ Rhyl, Clwyd
LL18 5UJ
03 October 2017
03 October 2017

Dear Sir or Madam,
Dear Sir or Madam,

When the letter is complete, print to a colour printer on letter headed paper. Locate the leaflet
as per the information received in the issue and where appropriate, print price lists from L Drive.
If there is not a price list for the specific product, find the price list for the product range.

E.g. there are no individual price lists for oxygen sensors, send the price list for the full oxygen
sensor range. Alternatively, if asked to send a leaflet containing a number of products, use the
corresponding price list.

See VM3COP20.73 for guidance on how to find price lists.

Completing the mailing

Collate the letter, leaflet and price list, where appropriate, and insert into an appropriately sized
envelope. Use C5 envelopes where possible, but due to the size of some leaflets, C4 may be
required.

The correspondence must now be logged in IntraStats. Tick the boxes of the products that you
have included in your letter, or are included in the leaflet.

No Information




If you have Sent/ Contacted somgopsio.iig.Sosn
Please Select from List below OF
Sent Leaflet d d

ompany regarding Lost Sales:

From the drop down menu beneath, select the contact
name — if this is not included you must add them to the
contact management, click the ‘Add a New Contact’

button and proceed as per VM3COP20.081. y

If you have Sent/ Contacted someone in the Hospital / company
Please Select from List below OR Add a New contact
Y oniact Raoyined/Contacted |

| Sent Lesfiat v [Status Flag

From the second drop down menu, select ‘Sent Leaflet’
or ‘Sent Leaflet and Prices’ as appropriate. Add any
additional notes where necessary, to the box below.

mg:g?;sﬁgsgfhutomoﬁve Catalogue MID457
Tick the box of the leaflet that has been sent; the easiest  aaiooues Capnograpn Catsoguo mnets
way to find the correct box is to use Ctrl+F on your Cataloguos Low Cost Fingor Oximeters Catalogue - Befing Choice A5 MIDASS
keyboard and type the name of the product. E.g.  CalaiuesGryoen Honiorn Catalogu Expr) DS
0021013 on its own is MID355, but with EyeMax Catalogues Product Portfolio V171 ONLY SEND TO MEDICAL MIDA75
included, it is MID380. Catalogues SpiroTrue H Facdback MIDADS

Leaflet 0014890 Insert for Silicone Wrap Sensors MID420
Leaflet A1 Oxygen Monitoring Wall Chart MIDAT8

Leaflet A2 Wall Planner Oxygen Sensors MID434

Leaflet Acrylic Products - Cot Lids MID320

Leaflet Acrylic Products - Heat Shields MID339

Leaflet Acrylic Products - Tube Holders MID321

Leaflet AlcoTrue P Leaflet MID474

Leaflet APGAR Timer MID311

Leaflet Blenders - Inspiriation MID310

Leaflet Breathalysers - AlcoTrue Series MID371

Leaflet Breathalysers - AlcoTrue Series Technical Specification MID373
Leaflet Calendar 2014 MID369

Leaflet Calendar 2017 {Automotive) MID428

Leaflet Calendar 2017 (Medical) MID403

Leaflet Capnograph - VM2500 Series MID389

If you are unsure of the MID, navigate to the ‘lookup’ tab M VI HME D
on IntraStats and click on the ‘Stock Details/ Quantities’

field. Scan the barcode on the reverse of the leaflet with Viamed Limited - 15 Station Road - Cross Hills
a barcode scanner.

Keighley - West Yorkshire - BD20 7DT - United Kingdom
Tel: +44 (0)1535 634 542  Fax: +44 (0)1535 635 582
Email: info@viamed.co.uk Website: www.viamed.co.uk

All trademarks and trade names referenced in this material are the property of their respective owners.

OEM application detals are provided in good faith without responsibility.

Specification subject to change:

Number: 5590100
UK
Date: 07/17

The MID number will be displayed in the ‘Stock Reference’ column.
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Note: Whichever mailing you select will stay ticked for the rest of the mailings you complete
and will still have a tick against the last one you sent; make sure that there aren’t any incorrect
leaflets/catalogues ticked.

When complete, click the ‘Submit’ button at the bottom of = Mailshot VM-2160 Hand Held Pulse Oximeter 2 MID22
Mailshot VM-2500 CO2 & 5p02 Monitor MID286

the page. ailshot zzMarketing TEST MID MID453



This will take you back to the original lost customers list and the line will now reflect that your
mailing has beensent.




