
 
 

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 



 
 

 
 

If you cannot access public folder first click on this icon and then follow the process 
above 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click and open email that have a Call Ref Number these are reports to be entered in Merit.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Merits Entry 
 

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

 

 
 

OR 
 
If you have already opened a session change as per below 
 

 
 

 
 
 
 
 
 
 
 
 

Step 1 
Click on the word 

settings 

Last Step 2 
Change the received 

field to After hours 



 
 

 
 

Go back to email 
 
 
 
 
 
 
 
 
 
 
 
 

 

Highlight the 
content of this 
email ready to 
paste to the 
description of the 
merit 

 
 
 
 
 
 
 
 

 

Enter details 

in Merit as 

per normal Enter categories 
as per Council 
Assist 

 
 
 
 
 
 
 
 
 

Paste into the 
description and 
proceed with the 
rest of the merit as 
per normal 



 
 

 
 

 

 

 
 

3. Move the email to the processed folder in public folders. 
 

 

Highlight the 
email you wish to 
move, right click 
on the mouse 
and select Move 
to Folder 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select 
Public Folders >  
All Public Folders > 
CSAfter Hours > 
Processed 
and click OK 


