Induction Requirements - New Office Staff

Applications

 FORMCHECKBOX 
 Windows Security Essentials

 FORMCHECKBOX 
 Malwarebytes

Usernames and passwords:

 FORMCHECKBOX 
 IntraStats

 FORMCHECKBOX 
 3 x Opera

 FORMCHECKBOX 
 GoldMine

 FORMCHECKBOX 
 Gmail

 FORMCHECKBOX 
 Skype

 FORMCHECKBOX 
 Gmail account setting up and emails to be redirected

 FORMCHECKBOX 
 VST and Vandagraph Gmail accounts setting up where applicable

 FORMCHECKBOX 
 Staff contacts added to Skype

Desktop shortcuts

 FORMCHECKBOX 
 IntraStats

 FORMCHECKBOX 
 3 x Opera

 FORMCHECKBOX 
 GoldMine

Opera access: 

 FORMCHECKBOX 
S.O.P.>Processing

 FORMCHECKBOX 
Sales>Processing

 FORMCHECKBOX 
Stock>Processing

 FORMCHECKBOX 
P.Orders>Processing

IntraStats access:

HOME tab

Take telephone Call tab
CRM tab

 FORMCHECKBOX 
Contact Management>Contact Management

 FORMCHECKBOX 
HM Contacts>Customer List

Employee tab

 FORMCHECKBOX 
 Employee>Week View of Employee Hours    

 FORMCHECKBOX 
 Employee Roles and Titles>My Roles

 FORMCHECKBOX 
 Holidays>Book Holiday

 FORMCHECKBOX 
 Holidays>Book Work Away / Meeting

 FORMCHECKBOX 
 Holidays>My Training Records

 FORMCHECKBOX 
 Holidays>View Breaks

 FORMCHECKBOX 
 Holidays>View Holidays  

 FORMCHECKBOX 
 Holidays>When is my Half Day

External tab

 FORMCHECKBOX 
 External Sites>Vandagraph Shop



 FORMCHECKBOX 
 External Sites>Viamed Co Uk

ISO tab

 FORMCHECKBOX 
 Document Control>Document Index

 FORMCHECKBOX 
 Health and Safety> HSE Area Reports

 FORMCHECKBOX 
 Health and Safety>HSE My Work Area

Lookup tab

 FORMCHECKBOX 
Stock Details>Stock Details / Quantities  

 FORMCHECKBOX 
Search>Contacts    

 FORMCHECKBOX 
Search>Document Index    

 FORMCHECKBOX 
Search>Find Next Available Opera Account    

 FORMCHECKBOX 
Search>P.O. Update Log    

 FORMCHECKBOX 
Search>Search Issues    

 FORMCHECKBOX 
Search>Serial Number    

 FORMCHECKBOX 
Search>Take New Call    

 FORMCHECKBOX 
Search>Viamed Gmails    

 FORMCHECKBOX 
Search Opera>Invoice / Customer Reference 

 FORMCHECKBOX 
Search Opera>Opera Internal Document  

 FORMCHECKBOX 
Search Opera>Search Territory

 FORMCHECKBOX 
Work Lists>Delivery Notifications 

 FORMCHECKBOX 
Work Lists>Invoices to be Emailed List 

 FORMCHECKBOX 
Work Lists>Office Jobs

 FORMCHECKBOX 
Work Lists>Opera Documents Req. PDF 

 FORMCHECKBOX 
Work Lists>Quotes and Proformas 

 FORMCHECKBOX 
Work Lists>Uploaded Files

 FORMCHECKBOX 
Work Lists>Website Questions 
      


 FORMCHECKBOX 
X Cross References>Oxygen Sensors / Batteries / Flow Sensors / SpO2    


Meetings tab

 FORMCHECKBOX 
 Issue’s>Add View Scheduled/Rolling Issues  

 FORMCHECKBOX 
 Issue’s>Add Issue

 FORMCHECKBOX 
 Issue’s>Manage My Issue Filters

Opera tab

 FORMCHECKBOX 
 Back Orders>Active List    
        


 FORMCHECKBOX 
 Back Orders>Back Orders    
      


 FORMCHECKBOX 
 Back Orders>Customer    
      


 FORMCHECKBOX 
 Back Orders>Product    

 FORMCHECKBOX 
 Customer Orders>Take Telephone Order    

 FORMCHECKBOX 
 HM Orders>Delivered Customer Orders    
      


 FORMCHECKBOX 
 HM Orders>Deliveries Not Invoiced    
        


 FORMCHECKBOX 
 HM Orders>Outstanding Customer Orders    
      


 FORMCHECKBOX 
 HM Orders>View Invoicing    

 FORMCHECKBOX 
 Nominal Ledger>Import Bank    
        


 FORMCHECKBOX 
 Nominal Ledger>Review Bank    

 FORMCHECKBOX 
 PDF Documents>Opera Documents Req. PDF  

Production tab

N/A

Returns tab

 FORMCHECKBOX 
 Customer Repair Returns>0 Quick Generate SRS Number     
        


 FORMCHECKBOX 
 Customer Repair Returns>4 Ready for Quote    
        


 FORMCHECKBOX 
 Customer Repair Returns>5 Quotes Sent    
        


 FORMCHECKBOX 
 Customer Repair Returns>Repair Codes    
      


 FORMCHECKBOX 
 Customer Repair Returns>Repair Status Active List    
      


 FORMCHECKBOX 
 Customer Repair Returns>View SRS    
        


 FORMCHECKBOX 
 Overview>Overview Repairs    
      


 FORMCHECKBOX 
 Search>Find Customers Repairs    
        


 FORMCHECKBOX 
 Service Visits>Service Visits  

 FORMCHECKBOX 
 Sales>Country Sales Yearly Totals    
      


 FORMCHECKBOX 
 Sales>Invoiced Sales    
      


 FORMCHECKBOX 
 Sales>Invoiced Sales 2    
      


 FORMCHECKBOX 
 Sales>My Quotes and Proformas    
      


 FORMCHECKBOX 
 Sales>Stock Sales    
      

      


 FORMCHECKBOX 
 Sales Groups >Potential Distributors Stage 1.1    
      


 FORMCHECKBOX 
 Sales Groups >Potential Distributors Stage 1.3    
      


 FORMCHECKBOX 
 Sales Groups >Stock / Accounts Group Menu    

Stock tab

 FORMCHECKBOX 
 Couriers>Royal Mail International services    
      


 FORMCHECKBOX 
 Couriers>UPS Rates    
        


 FORMCHECKBOX 
 Couriers>UPS Shipping Calculations    
        


 FORMCHECKBOX 
 Couriers>UPS Zones    
      

      


 FORMCHECKBOX 
 Print Barcodes>WYA Used Stock    
        

      


 FORMCHECKBOX 
 Sale or Returns>Sale or Returns    
        


 FORMCHECKBOX 
 Stock Analysis>Pricing Checks    
      


 FORMCHECKBOX 
 Stock Take Tools>My Stock    
      

      


 FORMCHECKBOX 
 Warehouse Requests>Request Item from Warehouse    
      


 FORMCHECKBOX 
 Warehouse Requests>Show Warehouse Requests     

StockBook tab

N/A

X tab

 FORMCHECKBOX 
 Bank>Exchange Rates    
      


 FORMCHECKBOX 
 Intrastats>Logout    
      


 FORMCHECKBOX 
 Miscellaneous>Date and Week Functions    
      


