                      RAYNES PARK OPERATIONS AND PROCEDURES.

                                                 MR CARPET.

1. Light switches are situated on the reverse of the window display wall and on the left hand side wall in the middle display area. All lights are on during the day. At the end of the day, the carpet shop lights are selectively left on. The switches marked with a black dot are to remain on.

2. The radio is in the cabinet in the rear office. The power switch turns it on. Please ensure that it is turned off again at the end of the day. Reception is affected by leaving the cabinet door ajar. Please shut it. The computer control boxes are also in this cabinet and should never be switched off.

3. The keys for the back doors are in the storage cupboard to the left. The handle is loose so watch it. The keys are up to the left of the door on a hook.  To lock the outer door the handle must be pulled upwards so as to turn the key. Please put the keys back on the hook.

4. The kitchen is equipped with crockery, cutlery etc. Please make sure the fridge door is closed properly otherwise it will defrost. The hot water is warm only so you may wish to boil the kettle for washing up purposes. WASHING UP IS COMPULSORY. WE DO NOT HAVE A MECHANICAL DISHWASHER. Please leave the kitchen clean and tidy at the end of your shift.

5. The computer  monitor on the front desk is always turned off at the end of the day simply by pressing the green standby button. In the event that it is necessary to restart the computer when prompted to log in always use password RIGMOL with MIKE as the user. This will ensure that all the correct settings are on the desktop.

6. All the working files are in the DESKTOP folder and can be opened from this point. Use WINDOWS EXPLORER to access saved files on the server.

7. There are no manual systems for goods ordered or samples on loan or requested. All information is recorded and saved in spreadsheet format in the Progressive Order Book and Samples Register. Please ensure that all orders are entered immediately. The coloured segments denote goods received and samples returned. This allows regular updating of status.

8. The telephone has a BT answering service accessed by dialing 1571 and responding to the menu. The answering service MUST be cleared down to allow the use of the PDQ machine as they share the line.

9. The computer connection to the Data Base at Unit 32 is quite slow and the printer operation will take time to respond to commands. The printed copies are still not 100% and the Daily Routine is the one that is affected most. The best copies have to be sorted and the others scrapped.

