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[bookmark: _Toc1466527587]1. PURPOSE
The objective of this document is to outline the mandatory daily checks required to ensure system stability, data synchronization, and communication flow across the business’s core platforms.
[bookmark: _Toc1571101618]2. SCOPE
This SOP covers the monitoring of the CMP Integration Dashboard (ECHIA), Automated Emailing Services (SSRS), Inventory Sync (Panatrack), Support Queues (Zendesk), and Payment/Financial integrations (Westpac & Batch Posting).
[bookmark: _Toc461990255]3. PREREQUISITES
· Administrative Access: CMP Portal, Dynamics GP, Panatrack Console, and Westpac Merchant Portal.
· Support Tools: Zendesk Agent access.
· Network: Connectivity to the SQL Server hosting SSRS and overnight batch processes.
[bookmark: _Toc522857264]4. RESPONSIBILITIES
· IT Support / ERP Administrator: Responsible for performing the daily checks and resolving minor sync or service failures.
· Senior Administrator: To be consulted for complex batch posting failures or database-level interventions.

[bookmark: _Toc775414815]5. CMP INTEGRATION & AUTOMATED MAILS
[bookmark: _Toc923150943]5.1 ECHIA Portal Monitoring
The ECHIA program manages orders coming from Age Care facility portals into Dynamics GP.
· The Check: Log into the CMP Integration Dashboard and filter for the ECHIA program.
· Possible Fixes: * If orders are stuck: Select the record and click Resend.
· If data is missing: Check if the Facility ID in the portal matches the Customer ID in GP.
[bookmark: _Toc2026257991]5.2 Automated Email Services (SSRS & Portal)
Automated emails are sent for both order confirmations and SSRS reports.
· The Check: Verify that the automated mail service is "Running." Check the "Sent" logs or a test inbox to confirm delivery.
· Possible Fixes:
· Service Restart: If emails aren't moving, restart the SQL Server Reporting Services or the custom SMTP relay service.
· Credential Check: Ensure the service account password hasn't expired.

[bookmark: _Toc2136368204]6. INVENTORY & TICKET MANAGEMENT
[bookmark: _Toc1841100032]6.1 Panatrack (Inventory Sync)
Panatrack handles the flow of inventory data between handheld scanners and GP.
· The Check: Open the Panatrack Console and look for the "Failed" or "Error" queue.
· Possible Fixes:
· Reprocess XML: Right-click the failed transaction and select "Reprocess."
· Bin/Lot Validation: Ensure the Bin or Lot number scanned actually exists in GP.
· User Lock: If a record is locked, ask the warehouse user to log out and back in to the handheld device.
[bookmark: _Toc198063789]6.2 Zendesk (Support Queue)
· The Check: Review the Zendesk dashboard specifically for Urgent or High priority tickets.
· Standard Action: Address hardware failures (Printers/Scanners) or "System Down" reports before proceeding to general tasks.

[bookmark: _Toc1753248099]7. PAYMENTS & FINANCIAL POSTING
[bookmark: _Toc531374733]7.1 Westpac POS Integration
· The Check: Log into the Westpac portal or check the GP integration log for POS errors.
· Possible Fixes:
· Communication Reset: If the POS terminal isn't talking to GP, check the local IP interface and restart the payment service.
· Manual Reconciliation: If a transaction is successful in Westpac but failed in GP, manually update the transaction status in the GP interface.
[bookmark: _Toc2130020178]7.2 Batch Posting Errors
Arthur (or the designated financial lead) receives automated notifications for overnight hosting/batch errors.
· The Check: Review any notifications regarding "Batch Recovery" or "Post-Interrupted."
· Possible Fixes:
· Batch Recovery: In GP, go to Tools > Routines > Batch Recovery. Select the failed batch and click "Continue."
· Edit List: Print the "Batch Edit List" to identify specific errors (e.g., a "Period is Closed" error or "Missing Account" error).

[bookmark: _Toc1322805453]8. DOCUMENT COMPLETION
· Once all checks are complete, update the daily log or the internal IT status channel.
· Escalate any recurring failures that occur more than three times in a single week to the Technical Lead.
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