Memo 
            
27/07/2016

Mr Carpet Company Iphone distribution July 2016
The new company Iphones are now ready to be implemented. They are not yet activated by Vodaphone. As soon as they are all distributed we will notify Vodaphone who will switch the phones over from your existing phones to the new Iphones. You will find the previous phones will stop working and the new phones will be active within 20 minutes. 

Please advise DG or DC if your old phone stops working and your new phone is not active. Please allow one hour after de activation before reporting.

Please read the following instructions BEFORE making any changes to the Iphones
As these are company provided phones they are for company use. However we realise many of you will store personal photos and music on these phones which provided they do not restrict or affect work use in any way then this is acceptable. There are 5 apps and one shortcut in a folder titled “WORK” installed on the phones on delivery UNDER NO CIRCUMSTANCES DELETE ANY OF THESE 6 ITEMS.
Pre Installed/set up items

· Your company email has been set up on the phones.
· Contact details for all MRC staff in contacts file (add your own fitter’s details).
· 5 Apps have been installed and a shortcut to the sample programme is in the “WORK” folder on 1st screen.
· A VPN to head office has been set up for emergency log-in to your work PC but working on an Iphone is not to be recommended but you can look at fitting diary etc from site with this function.

The 5 Apps are:

Drop Box – Horizon – Avaya - WhatsApp - Site Audit Pro. Also Installed (MRC shortcut to samples) 
Drop Box 

I have decided to use drop box for MRC communal info instead of using I cloud*. 

It will be populated with pictures, brochures, useful information for cleaning and installation (for supply only orders) etc. While I am happy for anybody to upload relevant pictures to the folders please ensure the file names are in keeping with the other files in these folders (ie they include the product reference for identification) PLEASE DO NOT ADD ANY FOLDERS if you feel you want items not yet included in drop box please email them to DG for inclusion and a new folder will be created with any relevant sub folders.


*If I had used Icloud to distribute communal files and pictures all personal info would be shared. We did set up an 


 Icloud account to install the work APP’s but the phones have all been logged out after the install so you can log in or


create your own Icloud account on your phone which will be private to you.
Horizon
With this programme you can connect to your office PC. You do need to connect your VPN first before clicking on horizon. Please contact DG if you are not sure how to connect your VPN on the Iphone. After connecting to the VPN to connect to your pc it’s the same as connecting from your desktop pc. (Please be advised this is not an easy way of working but it may help in an emergency). 
Avaya
This APP is not fully configured yet. It is installed at this stage but I will contact you in due course to finish configuring this APP. When away from Mr Carpet’s offices (if working from home) and connected to WIFI this APP, when open, will replicate your shop extension. Anybody ringing your extension number will come through to your Iphone and if you dial an extension number (they are in the contact file for all MRC staff on the Iphone) it will ring on their desk (or their Iphone if working from home also). Calls using this app over WIFI are free. If out it will work with 4G but can use a lot of data and battery so not to be recommended.

WhatsApp
Many of you will know this messaging service. It is an easy way to communicate when you need to send to multiple people and include pictures. Several of  you and the fitters are also using this app to send site shots to MRC already.

Continued

Site Audit Pro
This is a very useful APP particularly for anybody making site visits. It is an APP that may take a while to get used to but it will be invaluable to all estimators, site inspections etc. In simple terms you create a new file for a job (they call them projects). Please use the same naming convention as the one we use for cutting plans. Subsequently when we save them to the server they will be able to be picked up automatically by the system in due course. IE for a new measure when on site if the estimator wants to record items for the sales (or fitter) to be made aware of they create a new project named “R12345 Smith” Under Auditors name enter your name so if items need to be discussed we know who recorded them. After creating and saving the project you enter items. From the next screen you hit the + key. Under issue you enter a brief description of the issue ie “Grand Piano to move” you can then take a picture of any item and under comments you can make notes. You can continue to add as many items that you feel may help the next person to understand or for you to bring to the customers attention with the estimate. When the details are saved you can create a report and save them straight to the drop box and they are instantly available to all MRC staff or your can email it as a PDF to anybody.
It can also be used for complaints and photos can be taken and a report emailed to the supplier. There is an example in the drop box folder “Site Reports”.

This is a very powerful programme and I confess I have not yet had time to fully master it. As and when you use it please share your experiences and observations by email so we all learn how to use this for the best results. A PDF file can be created and copied to the cutting plans file for the fitters to have with their cutting plans when we perfect the use of this programme.
Please remember when out of the office calling MRC staff mobile to mobile is a free call and does not use any of our minutes. Calls or texts to land lines or other mobile numbers use our bundle minutes.
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