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INSTALLATION PLANNER: REPORT ADDITIONAL 

QF204 - ISSUE 3

INSTALLATION PLANNER

Report Call Management - Additional Site/Switch

INSTALLATION DATES WILL NOT BE DISCUSSED UNTIL ALL THE INFORMATION IS COMPLETED

	CUSTOMER SITE DETAILS (additional site)

	Oak Product ordered
	

	Site ID
	Order No 
	Order No
	

	Site Name
	

	Address
	

	
	

	Town
	
	Postcode
	

	EMail
	

	Contact
	
	Tel.
	

	Telephone
	


	MAIN SITE ADDRESS  (where data will be collected)

	Site ID
	

	Site Name
	

	Town
	

	Postcode
	

	Contact
	

	Telephone
	

	EMail
	


	TELL US ABOUT YOUR TELEPHONE SWITCH…

	System Manufacturer
	
	System Model
	
	Software Ver.
	

	
	YES
	NO

	Is your current or new Telephone Switch fully commissioned?
	
	

	If no, what date will it be fully commissioned?

	Has the Call Logging Port been enabled and is available for use with Oak software? 

(Essential to provide SMDR call management data)
	
	

	Please confirm connection

	EITHER - IP/Network

	Is the PC on the same network as the Telephone Switch?
	
	

	IP address of Telephone Switch?
	
	Port number of Telephone Switch
	

	OR - Serial/RS232

	Is your office wired with Structured Cabling/CAT5 Cabling? 
	
	

	OR… Is your PC within approximately 5 metres of the Telephone Switch control box? 
	
	

	OR… Has your Maintainer installed a cable between the two? 
	
	


	COLLECTION AT ADDITIONAL SITE

	
	Yes
	No

	Do you have a Wide Area Network (WAN), connection with the Main Site? 
	
	

	Please provide an IP address for the remote collection device
	
	

	There is a network connection point near the telephone switch
	
	

	There is a free power point near the telephone switch
	
	


	ANYTHING ELSE WE SHOULD KNOW? The more information we have, the better.

	Ie; dealer or switch maintainer details; preferred install dates; specific access information for our engineer




What happens now…??

Oak Action

 Our technical team will check the planner - queries will be raised with you immediately - once all queries are satisfied a date will be confirmed

 Our scheduling team will call you the day before to ensure everything is ok for the visit

Customer Action

The points below should be considered before we visit your site. If we are unable to successfully complete the job a revisit charge of £495 + vat will be made so if at anytime before the visit you have any queries please call us on 0845 1362 625.

 Ensure the PC/telephone switch is ready as per the requirements 

ie: keyboard, mouse, monitor, cables, drivers enabled

 Decide who is to be trained

 Check there will be sufficient power supply

 The engineer may require a copy of your internal telephone list

 Future support will be quick and easy with remote access via the Internet: Is there a connection? Are there any procedures to follow to get access?

 It may be helpful if a member of your IT department could be made available when we visit to assist with any potential PC/network issues

Installation/Training

 The install will include the engineer configuring upto 10 users. Configuration of remaining users will be covered during the training and users will be responsible for completing the configuration.

 A minimum of one hour will be required to cover the training.

 You may nominate staff to be trained and whilst we do not limit the number there must be sufficient room around the PC where the software is installed
	CONFIRMATION

Please sign to confirm the details completed are correct  - if they are not and the install fails, a revisit charge of £495 + vat will apply

	Name
	

	Position
	

	Company Name
	

	Date
	

	Signature
	


Oak Telecom Ltd, 7 Albany Park, Cabot Lane, Poole, Dorset, BH17 7BX

T: 0845 1362 625 F: 0845 1360 626

E: planners@oak.co.uk
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