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Background:

A need for this was identified by the FE Working Group members during the first quarter of 2015. A central, up to date document was needed,

for all of SARU to access.

Purpose of SOP:

Provides SARU with instructions on how to use the Database correctly and maximise effectiveness.
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Accessing the Database:

The database can be accessed from the SAB drive, just scroll down to the Folder called Reps Database and the document is in there.
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From the shared Folder, open the ‘Rep’s database’ document by double clicking the title. Or by clicking on this link:

_eps Database (Live DAocument).xst
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Once open click the ‘Form’ tab.
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The previous search result will be displayed see below:

. Representative: ' Rep Closing Date: o

N/A

- Rep Amaleamét;d To:

N/A

} ;.'P_hon,e Numiber:

_._E_ma'i[ Address: - ‘
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Searching the database:
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Rep Cfosir)g Daté:
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{,“put as much detailas

- iPhone Number:- .

ENJA

o Email address:

ENIA

1
2 Click the drop down arrow to the right of this box.

Type in the name of the rep in the ‘Representative’ box
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A list of possible results is displayed: |
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Select the correct rep by clicking on it from the drop down list.
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Updating the database:
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The database is read only access. If you find a rep’s contact details are out of date, or are not on the database, email

I s above.






