
How To hold an IntraStat Meeting:

How to Add an Issue to a meeting

How to Search Minutes of Meetings/Issues

How to use your Open Issues Screen:

How To hold an IntraStat Meeting:
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Click Host Meeting:
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Select Which Meeting you want to Hold.
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Select from the list Who is going to Attend the meeting
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Meeting can now be Started.

Main Meeting Screen has 2 Possibilitys depending on the Topic,

If the Topic is actually a meeting within its self you will see :
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Note the Blue Link to ‘Meeting Link 231’

This will be explained later.

The Normal Screen Looks like:
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There are 5 Main Sections to the Meeting Screen:
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Section 1: 
Meeting Name



Name of Attendee’s and Date / Time of Meeting

Section 2:
Topic Name



Number Open Issues in the Topic (scroll down to see the open issues.)



Last Reviewed Date



Recommended Days between Reviews



2 Buttons:




1 Agreed To Current Status Button





Updates topic reviewed date




2 Topic not discussed this Time





Does not update topic reviewed date

Section 3
Allows a New Issue to be created attached to the Topic

Issue can be attached to an Intrastat users and will be displayed on the Users front page of intrastats.

Link at Bottom of section 3 Allows the User to Create a new issue linked to a different Topic/Meeting 

Section 4 
Show the Remaining Topics still to be covered in the Meeting.

Section 5 
Shows an Open issues currently attached to the Topic.

The Open Issues:
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Is split into 4 Sections:
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Section 1: 
Issue Number

Displays Who the Issue is Set for



If the Urse has Read the Issue



Date Issue was Related



Also if the Issue has any Special Links:
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Such as Opera Account / Order Number or any Attached Documents.



If possible Hyperlinks will be enabled to allowed further information to be displayed (i.e. the Above shows an Order number if clicked all items on the order will be displayed.

Section 2:
Shows the Initial Notes and Addition Notes typed against the issue,



All notes + additional Notes are date stamped.

Section 3
Shows the Users response to the Issue (if any present).

Section 4 
Allows Further Notes to be added to the Issue



Files to be Attached to the Issue



Deadline to be set against the Issue



Change the User of the Issue



Or Completion on the Issue.



If any new notes/changes to the issue are made (except for completion)



The Issue will be Marked as unread , the Users notes will be added to the 


Issue notes,

The Issue will also ‘appear’ to disappear from the meeting as it has now been delt with. It will howeve still be present at the next meeting.

Once all Issues have been Discussed / Read and All new issue have been created Click the:
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in section 2

The Next Topic in the Meeting Will Appear.

If the Topic shows the Meeting link option, Click the ‘Meeting Link to xxx’


[image: image12.png]Customer Complaints Review *“Mandatory** (2) 5sues 1o address Sections Remaining (7)

Last reviewed 29/08/2005 OVERDUE (7 Days Between Review) (10.1) Customer Complaints Review ~Mandatory™
|__Agreed To CurrentStatus | [ NotDiscussed Skip Section || (11.1) Repairs Review- Pulse Oximetry Sensors
GlickONLY It Section Discussed Click ONLY if Section NOT Discussed  (11.2) Repalrs Review - General

(12.1) "Goods In’ Review
Megting Linkto 231 (13.1) "Goods Out' Review
Due Sections # 1 (14.) UPS Shipping Fuel Surcharge

Outstanding Issues # 3 (15.4) Any Other Business




This Means the Topic is Actually another Standalone Meeting:


The Display shows the Number of topics in the linked meeting and the number of outstanding Issues in the linked meeting.


Clicking the link will open up the Meeting and start the first topic.


When you click the Last topic in the linked meeting you will see:
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Cliking Close Window will take you back to the preceeding meeting where you can simply click Agree to Current Status and move on to the next topic.

Note:


It is Possible that there is a Meeting Linked to a Meeting linked to a Meeting…..


Each time a NEW window will open up for you to go thru each sub meeting topics.


Each time you get to the end of a sub meeting you will be requested to ‘close’ the current window and you will return to the previous meeting.

How to Add an Issue to a meeting:
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Click Add Issue
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You will see on screen All possible headings to add an Issue.

The name on the Left is the ‘Meeting’ the issue will be logged against the names on the right are the Topic heading the issue will be logged against.

Note: the number in brackets is the number of currently open Issues against the header.

You can narrow down the list by typing words into the search box to find a relevant section to add your issue.

Select which header fits your issue. (click the topic name).
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You will see a Text box where you can type in your Issue and a pull down list (default General),

If you select a name on the list the new issue will appear on the Users front page of intrastats.

If you select General the Issue will appear only at the associated meeting.

Click Add Issue to add the issue.
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You will see a summary of your Issue and given the opportunity to Attach a file to the Issue or Add another Issue.

To Add a file click Add file to new Issue and you will be asked to give a description of the attached document. You will then be asked to locate the file to be attached by your operating systems default file system window.

How to Search Minutes of Meetings/Issues:
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Click Search Meeting Minutes
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You can select a specific Meeting to search or search all Meetings

You can search for Pending Issues or All Issues.

If you want to locate meeting Dates select the relevant Meeting from the Header option and click search;

You will then get the option to show meeting dates.

How to use your Open Issues Screen:

Split into 4 Main Sections:
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Section 1:



Shows Total Number of Issues allocated to you



Number of Issues read



Number Issues You have hidden from view.



It also indicates if other people have read Issues you have Set:

Section2: Main Outstanding Issues List
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The Number in brackets is number of outstanding Issues

The Description is the Meeting and Topic the issues are Flagged to appear in

At the End is 
Number of Issues you have not read



Number of Issues flagged as important



Number of Issues Past Deadline Date

Clicking a Meeting Header will take you to the Issues Page:
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Unread Issue(s) will be at the top of the list,

You can Simply click Mark as read,

OR

Set a deadline date, hide until date (use the Date finder as its currently a coded date)

You can move the Issue to another User

And Type Notes in:

If you Select Remove From My Issues it will close the Issues (and move the Issue from the Creators Issue screen to the 3rd actioned column).

Section 3 Issues you have Created:


[image: image23.png]fou have f Hidden Issues
My Created Issues (prinf)

(2) Projects Apgar Timer

) Projects Blue Ox

1 Unviewed |

3 Unviewed




These are Issue you have Created but current have not Been completed by the other User.

The Number in brackets is number of outstanding Issues

The Description is the Meeting and Topic the issues are Flagged to appear in

At the End is 
Number of Issues That have not Been read by the user the issue was made out to.

Section 4
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Lists Issues that have been completed by the Other Users,
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