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Daily Tasks

· Process Failed Installs

· Platypus - Check "Order Placed" queue
1. Process orders.

2. Call customers to set up appointments.

· Platypus - Check "Order Installed" queue
1. Process successful installs.

2. Processes unsuccessful installs.

· Platypus - Check "Order Completed" queue
1. Check to see if first month's service fee is paid.

2. If paid, note it paid in ticket and close ticket.

3. If not paid, leave ticket open.

· Platypus - Accounts Receivable

1. Generate MS Excel Accounts Receivable 30+ report.

2. Spend approximately 30 minutes a day calling customers on report.
3. Fax invoice copies when necessary.  Use OS fax software.
· Nagios

1. Check every 30 minutes to see what customers are down.
2. Call down customers to confirm they are down and offer help.
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