[image: image2.bmp]
SHOPPERS TRAINING

Imedgexperts, inc. wants you to feel comfortable, do your best and have fun when you go to complete your assignments. Here are some suggestions, to help you conduct your assignments:

1.  Preview Each Report- Prior to conducting an assignment a Mystery Shopping Report will be available for the assignment in your workroom. Read the report carefully and look at all of the questions that will need to be answered. If you have questions about the report, contact us immediately. Remember, the report is going to be filled out based on your memory and recall of the questions during the visit.  Never bring the actual report into the business you are shopping. Every client at imedgexperts, inc. has a different report format.  Additionally, many clients’ report get updated and changed on a monthly basis, always read the instructions.
ALL SECTIONS OF A REPORT MUST BE FILLED OUT!  
2.  Inputting the Shop Data- The following will help prevent the common mistakes when filling out the report online;


A.  Be sure you are using a current version of Internet Explorer/Netscape for your Internet Browser,

B.  Answer the entire Yes, No, and N/A questions in the report without typing in your comments. Fill out one section and then click “Save.” Fill out another section and click “Save.” Click on “Save” throughout your report in order to save your information,

C.  Open up a Word document. You will want to type your comments in a Word document. This is preferred because you will be able to spell check your work and save your comments in case you have trouble submitting the online form, 

D.  Once you have finished your comments, you can Copy/Paste your comments directly into each comment section of the report. Once you have pasted all of your comments, Click “Submit.” Once the report has been submitted, it will show up in the status area as “Final Review”,

E.  When done with your report it is very important that you do the Expense Report immediately. Do not wait until later to do the expense report; once it has been processed you will NOT be able to do access the report at another time.

3.  The Visit- Bring a copy of the report with you to the shop. Remember to leave the report in your car. Once you have completed the assignment fill out the report in your car before you leave the business. This will ensure that every question is filled in when the information is fresh in your mind. In addition, take down some notes in order to help you write your comments.
4.  Completing a Shop- Be sure to fill out every question of the report. Do not skip questions or sections of the report. We will NOT accept incomplete reports with missing questions or sections. Be sure to inset the date and time into the report along with any other information that is not asked in a question format.

5.  Getting Names of Employee- Be sure to always get the name of an employee you interacted with during your visit. If you can’t get a name always give a description of the employee. If you can’t see the employees name tag, try some of the questions below in getting the names of the employees you encounter: 

A. You look familiar?  Do you live in Phoenix?  I thought I have seen you somewhere before.  What is your name?

B. Do you go to ASU?  I thought I knew you from a class.  What is your name?

C. Is your name Joe?  You look like a man I used to know.  What is your name? 

6.  Comment Sections- Just about every report you fill out will have a comment sections. The comment section of the report is the most important section. The follow are tips on the comment section.

Write professionally- Write the comments as professionally as possible. Always write in complete sentences. Never abbreviate any word write out the entire word. Never write in slang.
Write in Paragraph Style- We are not looking for one to two sentences in the comment sections of the reports. We are looking for well written comments in paragraph form.
Answer Questions- Always when writing you comments answer all of the questions that you marked NO or N/A. Explain in detail why you marked the question with those answers.
Paint a Picture- You want to let the client know exactly what happened during your visit. You want your comments to be very DETAILED.
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