


 UPDATING THE MAILSHOT DATABASE


Information is generated from salespeople making site visits. 


Viamed updates its database to reflect the current personnel working within hospitals. This database is used to send out mailshots and Viamed calendars. 


Click on the Approach 97 icon on the desktop.


Click on Maildir.apr then OK.


Click on Find File # No. to Update


Enter the Opera account number in the top left hand box.


If you are adding new details, click in the grey box at the bottom after you have scrolled down


If you are amending a current detail ie. the post remains but the the postholder is different.You need to click on the record and change the details accordingly. Dont forget to initial the changes.


Ensure you enter all the boxes including your initials in the first box on the left hand side.


 It is important that you enter Y or N in the calendar or mailshot fields


Click on Find Next File.


 If you have no other accounts to update then click on Close File, otherwise click on Find File # No. to Update.
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