RAYNES PARK SHOP PROCEDURES

· Check phone messages and action as necessary. Ring 1571 and follow menu options.

Check computer. Turn on monitor. Click on Mike. Password to open         Mike’s desktop RIGMOL.
· Open email and Raynes Park No1 database. Password to contect to  database enter MRCHOST. Enter RIGMOL again to access. To exit move cursor to EXIT and press ENTER. To connect to printer service. Click on START menu, select restart printing service, press any key and the connection will drop. Reconnect immediately using the initial procedure. Check by selecting REPORTS and print out Monthly Orders.

· Use data base menu CHECK to access STOCK PRICES etc.

· WIP (Work in progress) files are on the shelf above printer. They contain all customer orders and relevant paperwork.

· Estimates are filed in two drawer cabinet. Current in top, dead and completed jobs in bottom.

· Manufacturers and suppliers pricelists are in the black box files on top shelf.

· Customer inquiry form is in the DESKTOP folder. Open it and take all customer details including phone numbers and email address and arrange measure to suit. Save file to Customer Enquiry 2005.

· Cost sheets and estimates are also in the DESKTOP folder.

· Samples loaned to customers to be noted and entered in the Raynes Park Progreessive samples register in the Desktop folder, all self explanatory.

· EMAIL. There will be private messages coming in for me from friends and acquaintances. Please do not open them otherwise I might miss something important. Any relating to MRC should be opened and dealt with if you can but leave them in the INBOX for me to look at on my return.

· MJF PERSONAL. This folder contains various files including my golf society and other private matters. 

· END OF DAY.
Reconcile PDQ. Clear any messages from ansa service. Select Let2 on PDQ and Banking (Key1) which will then print out day’s takings by card transactions. Repeat but select Z totals (key3) which prints Z totals. Run a duplicate copy by pressing DUPL key. Select REPORTS from the database and daily routine, follow the menu. Confirm totals match on draft and then ok printing of file copies. Reconciliation and Z receipts pinned to HEAD OFFICE FILES copy and the Duplicate to the other which is filed in the Raynes file, PDQ & BANKING.

