Marketing Index and Office Jobs List

Adding jobs to the Marketing Index and Office Jobs
Office jobs list can be found in the magnifying glass, under work lists.
Marketing index can be found in CRM under task/jobs lists.
To request a task
Click request a new task, this will provide a list of template types available to choose from.
# is the template number, the next column is which jobs list it refers to and the final column is the template title.
Click which template you would like to use and fill in the sections provided, where known.

For the Marketing List the “Allocate task to” must show as Catrin Hird to show on the marketing list, if adding a task in
the Office Jobs list you can select any name for it to show — please note this does not allocate the job to that person it
must be done when the job shows on the list.

When a job is created it will show at the bottom of the jobs list, you need to set a priority of how urgent the job is.
All jobs which are added to the Office jobs list need the issue log to be sent to Katie for review.

How to use the Marketing Index and Office Jobs List

Issue log

Office jobs list can be found in the magnifying glass, under work lists. number

Marketing index can be found in CRM under task/jobs lists.

Tasks based on these lists are to be completed in priority order from top to bottom, please do not cherry pick which
job you would like to do, they must be done in order. If you cannot complete a job then go onto the next. If a director
requires a job to be done urgently the priority must be agreed and changed including a deadline date where possible.

Each task has an issue attached and a breakdown of the stages (status report) which are required to be completed.
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Click into the issue to see if there are any notes specific to this task.
Status Report

Click Status Report to be taken into the stages list, of tasks that need to be completed. It is the responsibility of the
person within the office/marketing to update the ticked completed lines not the person completing the issue.

All tasks need to be completed for the job to be signed off — if there are tasks which you cannot complete then you can

send an issue to them by pressing E‘I this will then generate an issue number —

which can be clicked to go into the issue and assigned accordingly. If an issue has | } |

already been raised independently to the jobs lists then you can type the number in T

this field (picture right) and it will link. All issues and communication associated with

the job must be linked or referenced in some way otherwise there is no way of knowing the current status. These
notes must be kept up-to-date.
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Waiting Action of:

‘Waiting Action of’ requires assigning once a task has been allocated to someone or is awaiting a response or action
from someone. Any brief notes which are included in the above box will show on the front screen with the full list of
outstanding jobs.

Once a stage has been completed the Check box needs to be ticked and any notes filled in, for example if a Sale or
Return has been created this information needs to be included here i.e. SOR456.

STOP Progress

This box is only to be ticked if there is physically no one can continue the job. This will then show against the Status
as an (S).

Issue Log and Action

When there are issues linked to stages within a job and another user
issue the issue log or action will turn red, this is to show an update. Once
viewed the updated issue it will turn back green.
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Break from template

Should a template be used for a job and then an additional task is required the job can be broken from template, when
this button is clicked it will activate a white box underneath the current stages where the user can type in a new stage
and ‘Add New Stage’.

| Add New Stage



