1."After Hours" Requests

All requests are received from Councils after hour’s service are sent to customer
service via emails and are delivered to
Public Folders > All Public Folders > CSAfterHours
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If you cannot access public folder first click on this icon and then follow the process
above
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Click and open email that have a Call Ref Number these are reports to be entered in Merit.
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2. Merits Entry

Firstly you must change the session settings at the start when you open merit as below

Session Settings

Input 22-Feb-2016
Receiver |After Hours

Centre: Call Centre
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If you have already opened a session change as per below

- Last Step 2
® Request Workbench at Call Centre via Telephone for 22-Feb-2016 Change the I’ecelved
Quick Request v o
Req ID: 1251066 HETEE =] field to After hours

Phone:
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Surname:
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Given:

Address
Name & Address Company: Work:
Faiity Ermail: Type: Resident [+ Function:

My Details

Session Settings

Step 1
Click on the word
settings

Input 22-Feb-2016
Receiver |After Hours

Centre: |Call Centre
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Go back to email

P FW: After Hours Roads Call Enquiry - Call Ref: 1615450 - Discussion (Read-Only)
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Framm: Thomson, Mary

Posted To: Processed

Corversakion:  After Hours Roads Call Enguiry - Call Ref: 1615450
Subject: IFW: After Hours Roads Call Enguiry - Call Ref: 1615450

From: City of Greater Dandenong[3MTP:DANDENCONGRORACLECHMS. COM]
Sent: Monday, 29 Adugust 2011 7:17:24 AM

To: Farquer, EKevin; Martin, Gus; CSifterHours

Subject: After Hours Roads Call Enguiry - Call Ref: 1615450

Highlight the \
content of this

email ready to

paste to the
description of the
merit

Date / Time: 29/08/2011 06:43:29
Enquiry Type: ROLDS

Relating To: 3CHOOL CROSSINGS
Firstnsme: MELIZ3A

Jurnsme: SPRUIT

Tel Number: 03 9798 7324

/

Locationdddressl: CCENER DARREN AND HENDERSCHN ED
Suburh: DANDENCNG

Postcode: 3175

Nature of call: CALLER ADVIZED THAT HER FATHER, FPETER SPRUIT IS UNAELE TO ATTEND HIS 3CHOOL CROSSING
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Enter details
in Merit as

per normal
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Name & Address Company: Work: IRequest [+] ReqType: =]
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3. Move the email to the processed folder in public folders.
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Highlight the
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move, right click
on the mouse

and select Move
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Select

Public Folders >
All Public Folders >
CSAfter Hours >
Processed

and click OK




