SPS-Switchboard12-SB12PlanningSheet-Eg_AJL-mon01oct12-v14.doc
F:\dmCorp11\ProgMan11\Proj\CM1-dmClub-Market-1-mar11\_Products\Pro-ProTime\SPS-Switchboard12-SB12PlanningSheet-Eg_AJL-mon01oct12-v14.doc
To:
From: 
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	Ticket Number:
	


1.1 Your details

	Contact Name
	John Wordsworth

	Phone number for the ProTime session
	01462 889108

	DMID:
(Email address used to login to your dmClubhouse)
	John@WWW.com

	dmSwitchboard12 Account
	004 0055


1.2 Introducing your organisation 
	Company Name
	Words, Words, Words!

	What are your working hours?
	We are open Mon-Fri (except English Bank holidays) between 8.30am and 5.30pm


1.3 List your Teams, Departments, Divisions or Queues

	Team Name
	What do they do?

	General Enquiries
	general calls (we need dmAnswers to cover for Millie when she is not around)

	Admin
	handles bills, accounts etc

	Copywriters
	handle new sales and liaise with our existing customers about the projects that we are currently working on


1.4 List full details for your people

	Name
	Email and phone numbers
	Teams
	Communication notes

	John Wordsworth
	John@Wordsworth1234.co.uk

Mob +44-7711-000-333
	- Admin

- Copywriters
	Full time

Wants VOIP WebPhone

	Millie Fraser
	Millie.Fraser@gmail.com
Home: 01462-777-888
	- Copywriters
	Part time (09:00-13:00) writer

Redirect to Mobile

	Jennie Croft
	Jennie@Wordsworth1234.co.uk

Home: 01462-777-999
	- Admin

 -General Enquiries
	Mon-Thu (09:00-15:30)

Wants VOIP WebPhone, has good ADSL at home.

	
	
	
	


1.5 Working with your dmSwitchboard12 - optional
	Do you have any initial ideas about how you would like your switchboard to work?


	Words, Words, Words! want four numbers: one for each staff member and one for ‘General Enquiries’.

These personal numbers to be directed to the PCs (except for Millie, hers goes to her mobile).

If a person is away from their PC, the call should redirect to their mobile. If they are not working, direct to a colleague’s main phone.

	Do you have any dmConnect numbers?
How do you want to use them?
	We currently have four dmConnect numbers and want to use them as described above.

	Describe your organisation. How might dmSwitchboard12 help your business?

	John Wordsworth used to work from home and used his mobile phone as he did not want to give out his home number.

He took on a part-time copywriter, Millie, and a part-time administrator, Jennie, as the business is growing.

They both work from home and the company needs to have an integrated telephone system so that it not only looks professional but also so that staff can cover each-other during meetings and non-working times.

Words, Words, Words! is going for some bigger accounts and wants to look more "corporate".


2 Do you have any questions that we can answer during the ProTime session?

	1
	What happens to my VOIP if my ADSL goes down?

	2
	Can I buy phone numbers outright?

	3
	What tips do you have to help us work as a team that gives polished impression to outsiders?

	4
	How easy is it to add another member of staff?

	5
	How reliable is your service?


Along with the dmSwitchboard12, this form is part of the Oct12 Gold  Release. If you have any comments, please send them to feedback@dmclub.net.
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