Communications update
Hi everyone,
Just to outline some of the developments of recent times.
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Telecoms
The training and maintenance is all part of the service with 5g as is programming, so if you don't know how to do something on the phones and you can't find it in the slides (5g tutorial on shared drive) then simply ask 5g to help you set it up.
For reference some of the things you should find out how to do are as follows;
· Transfer call
· Conference call
· Access call recordings 
The idea is that we can seamlessly handle incoming calls and also connect people if a colleague is busy we can easily follow up and put the client in touch. We can also join participants to calls where help or advice is required. If something unusual is said or heard then it's important that you know that all calls have been recorded and you should take a note of the time and number somewhere if you want to reference the conversation.
We all have ideas of how we might best do things so use your initiative and develop your style.
Main point is that calls that are recorded can be listened to at any time as required, for example a new lead comes in and you can make a note of the time and date of the call from the client's number and note that on Highrise, that way who ever takes it up can listen to it.
BACK TO TOP
CCTV
We have invested in some CCTV cameras, they were put in to protect staff and visitors and now they are being used to view between sites, this is proving very helpful indeed as we can see when people are busy on calls or in meetings. Customers expect full focus when sat down with them so not disturbing a colleague is essential if you can see they are in a dialogue.
Main point is that we can see each other at work, we will make improvements for those of you who cannot easily see your colleagues. 
BACK TO TOP
Broadband
We have fast fibre broadband at both sites and something called a VPN, apparently the VPN is like a fixed wire between sites, I think it relies on the routers being operational. Over time we might make more of this facility.
Main point is that we have a very reliable link between sites for the phone system. 
BACK TO TOP
Virtual machines
We have several virtual desktops which allow you to access the data on the other site, if you login to your remote desktop connection you should be able to view the desktop on the other site and the clientbase and have your email connected in case you need to send a tax return summary or something from forbes or myob or quickbooks. The main reason we have remote services is because forbes and the other two softwares can send email.
Main point is that we need our email to send items from our myob, quickbooks and forbes so it is available wherever you are. 
BACK TO TOP
Email
The world client interface is just an interface, it is capable of alerting you to messages from colleagues but we don't all have the service installed, in the options menu you can install com agent and then you can do messaging to colleagues who have their com agent open.
Main point is that those of you who are at your desks on a daily basis can message a colleague via your world client as long as you are all set up and visible to others. 
BACK TO TOP
Outlook
Outlook connector is installed so what you see on world client is also running outlook in the background, I say this because one day our databases will all be connected to outlook and they will then be connected to the phone system.
Main point is that we have a database of contacts currently in clientbases and myob and quickbooks and those contacts can one day be put in outlook and used to communicate through our email, phone system and other linked services. 
BACK TO TOP
Forbes email capture
We also have a way of capturing emails from our server to client code but we do not run this service at this time, I presume it looks at all incoming emails and notices any for a particular client and then can list them against that client.
Main point is that we are close to having a type of crm which can show all communications to any client without having to go through everyone's individual emails. 
BACK TO TOP
Highrise
I don't know what you all think of this yet and I don't know what it's management capabilities are so do your best to keep up with it, I would suggest you note the time and date of any incoming new leads so we can listen on the call log if necessary. I also don't know what happens to the enquiries that come into filetax, basically it is early days and we need to make sure we are responsive to incoming queries, I would suggest that if anyone allocates a lead they immediately text their colleague to tell them as well as the email that is being generated by Highrise when you set a task or other duty.
Main point is that if you don't immediately inform your colleague that a lead needs their attention then they will simply miss the moment. 
BACK TO TOP
Kablink

Kablink is used as a centralised on-line collaboration tool, used mainly for IT projects by Guy, Rob McKenzie, Dan (IT chap) and Daniel. The URL for access is http://82.69.126.232:81

Main point This Kablink entry is just for reference only so there is no action required unless other staff members would also like to be involved and have their own login. 
BACK TO TOP
Fax
I have a fax number which goes to my email and so does ali, the turney fax should now be working a little better.
Main point is that 5g provide a fax service that does not rely on a machine so you can simply send me or ali a fax which we can read as an email. 
BACK TO TOP
Scanning
We should all know how to scan to a folder and have a machine nearby to do so.
Main point is that if you want to be able to refer to something later then it's easier if it's been scanned in to the client folder. 
BACK TO TOP
Printers
Most desktops have printers set up already but that may not be the case with a remote desktop connection so check you have a local printer installed if you are using remote desktop vm connections.
Main point is that if you want to print out your documents then whatever database of drive you are looking at you should make sure you can print to the nearest machine for ease of use. 
BACK TO TOP
Mobile phones
Myself and ali have company mobiles, hatem and Julie have tablets for texting 
Main point is that there are a few mobiles in use and I am pleased to say I have had text from Stefan, eveline and ewelina from their own phones which has been very helpful when we need to keep each other informed of developments at work. 
BACK TO TOP
Phontage
I have a licence for a telephone video on my laptop and so will hatem so we will be able to answer calls between us, anyone wanting to call those extensions can do so from their office phone.
Main point is that the software is available to have video communication on our pcs if we have cameras and speakers installed. 
BACK TO TOP
Skype
We have the big screen at turney road for Taxfile Skype, if we need one for tulse right now we can easily use a pc and get a screen set up or simply use the desk one by the card machine which has a headset and camera available.
Main point is that if we need to communicate between our sites or with the public then we can and it is in better shape than the times we tried it before. 
BACK TO TOP
Ipecs communicator
My mobile handset will be able to act as an office extension by using a VPN set up, I am just waiting for a licence and the settings.
Main point is that you can simply transfer calls to me on my mobile if I have a signal. 
BACK TO TOP
The websites
We have three sites, Taxfile, filetax and guybridger, Linda controls the content and structure of the Taxfile site, mark manages the other two, we also have a domain name Londontaxaccountants
People look for accountants and tax advisors on the web and make an enquiry or call us.
They can even make an appointment, hatem knows how the calendars can be synchronised with world client and we will try to make this clear so others can use it. 
Main point is to remember to invite anyone to the appointment so they are involved early on. 
BACK TO TOP
Diaries
At the moment we have the shop one and we have ali's which mostly take on the two styles of appointments. I don't know if ali or hatem use their diaries to show when they are busy or whether there is a plan to have one diary for turney road.
Main point is that we can show others when we are busy so if you have a long client meeting and you want to book that time out then it is worth it so every one knows. 
BACK TO TOP
Opening times
It appears that the shop is happy starting early and the studios starting later, I have asked 5g to respect this by putting all 02087612268 calls direct to turney from now on. They have also offered voicemail to email if we use our Ddi numbers, this is under discussion and means that any of you who give out their direct dial numbers can have a voicemail which converts the content to an email and sends you the transcript.
The basic service is to distinguish between the early times at tulse and later times at turney and distinguish the phone numbers for each site, if people choose to give out their Ddi number on their email then that is personal choice, if a Ddi rings and no one does call pick up then it simply doesn't get answered. If you want Ddi voicemail set up or any other functionality then we need to know your preferences.
Main point is that you have to consider how the phones ringing in your absence will get answered and avoid the nuisance of having phones just ring on. 
BACK TO TOP
Co- working and responsibility
As you can see from the above we have a first class opportunity to engage smoothly with each other in so many ways. I for one don't monitor my emails regularly and that becomes an issue from time to time so I will be putting an automated reply on them to say to call me if require a fast turnaround. I can be reached on my local dial number easily as you all know, I like text to remind me of things I need to do.i will have the facility to have all my mobile to and from client calls recorded at some stage.
Main point is that I am part of the service as well as the managing director and you can reach me and put clients through when you feel the need. 
BACK TO TOP
Calling advice lines
If you call peninsula or fl memo then it's important you note the time and date on the file, if you do hourly work on enquiries you must also keep a record of time worked on those jobs.
Main point is that if you get some advice and you later need to refer to the call then it's important to log that activity on you client file. 
BACK TO TOP
Newsletters
We have the facility to send out news by post and email and text as we determine 
Main point is that we can send out general communications as and when we require. 
BACK TO TOP
Blogs
There are numerous blogs on the sites so make sure you update yourself on their content and feedback to mark 
Main point is that we are proactive in making our presence felt in the social media and it's technical equivalents. 
BACK TO TOP
Tweets
If you want to follow Taxfile tweets just do so please
Main point is that we are part of the bigger picture and we display professional facets which few bother with. 
BACK TO TOP
Facebook
Take a look and get involved in any way you deem fit.
Main point is that tax can be trendy and we can appeal to all generations on a visual level. 
BACK TO TOP
CPD
They are lots of webinars and you can use a large screen or quiet room with headphones if you like, anyone Interested please discuss with cristina for personal tax and ali for business tax and accountancy
Main point is that there are courses which may be of benefit to us if we can set time aside to familiarise ourselves with the webinaar format and style. 
BACK TO TOP
Gmails
Mark has set up some Gmails, I am inclined to suggest we use the new domain as our gmail names but that can be done anytime. 
Main point is that we currently use a server based mail for internal purposes and we might migrate some of our mail to a web based mail which can be linked to our appointment set up as mentioned that hatem has tried and used successfully to sync his calendar with world client. 
BACK TO TOP
Mobile format
Our sites look very good and they will improve our presence over time, it's hard to work offsite in a disciplined way and sometimes hard to work remotely. It's not the work necessarily, I might be inclined to say that it's being in the scene thats important and it's hard to drive a service if you are absent from your normal place of work.
Main point is that most of the chargeable work gets done on the premises in a team environment. 
BACK TO TOP
Rest periods
In August the shop will take a rest for a week, some of you might wish to go into turney road and work from there, if you are planning to do so then make sure you try out a day or so from the other site to understand what might be needed, do that soon so you can request things set up well in advance.
Main point is that our system needs a break from time to time so you will have to decide how you fit in with this concept and take a break if you can. 
BACK TO TOP
Holiday season
Please all be aware that we have distinctive busy times, both ali and the tax team have particular times when they are very busy, with this in mind we should all value the availability of hatem from time to time to help out. His department is very much a January focussed event so he really needs off season responsibilities to fill his time. He is multi disciplined so is really our first reserve and this should be recognised by all in the company. I am not available as much as I used to be which is frustrating for me, hatem is on site in London and most anxious to help in all matters to do with Taxfile.
If you see an earnings opportunity and you are too busy yourself to give it your full focus or you think it might need my attention then please in the first instance confer with hatem in  to see what can be done. 
To make it clear to you all this is an opportunity that neither james or Anne recognised so please make the best of it the way things are.
Main point is that sometimes cristina, faiz and ali are simply too busy to take on new challenges and we have help from our colleagues both hatem and ewelina are available if there are business or tax clients who want to use us. 
BACK TO TOP
My technology opportunity
I will try to set up a remote working environment but this is not going to be easy as my house is somewhat of a building site, in time I will be able to do everything I need remotely but for now it simply doesn't work well enough to be reliable to customers.
Main point you should know is that most of my equipment is old and broken so any hope of me providing a consistent service is wishful thinking right now, but I do hope to be able to interact remotely in the autumn. 
BACK TO TOP
Projects
We have finished most of the electrical now and most of the communications, I hope to spend time myself on the websites this coming few years.
Main point is that there is an opportunity for me to spend some time on web based technology instead of office based. 
BACK TO TOP
Summary
It's important you check list this email as its unlikely I will pull together a further document on this topic as all these things have been a very long time coming, literally years and years behind many of these so the energy and drive has been substantial to get us this far.
As always I want to thank you, I will thank you more in times ahead but now please go item by item and try to register the content in this document.
It may be for the customers ultimately but it's us all who have it to work with in it's current form. 
BACK TO TOP
