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YEM

* Your Enquiry Manager Is now your interface with your
enquiries. YEM Is responding to your enquiries from
your web site, phone and walk in enquiries and storing
the data from those enquiries

* YEM Is giving your clients the immediate gratification of
an Instant response

» And saving you time through the response automation
and elimination of data transcription

* Now you you need to decide how you want to blend
your YEM enquiry information with your business work
flow
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» Up till now you have received an email when an enquiry
comes from your website, then you have had to reply

* But when you get an emall notification from your YEM page
YEM has already sent your response with the usual

attachments - a very personal, professional first response

* If the request Is just about your packages, then your response
has already been sent by YEM

» Requests for more specific details or avallability will need you

to phone or emall further information to add to the
information they have already received
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* What you do next In your business Is up to you - do you want
to communicate with the enquirer any further! Offer a site visit
or ask what other information they would like to assist them In
their event planning! What do you want to do with their
enquiry data’

* At least some of your enquiries are going to need further
handling

* How do you want to follow and manage these enquiries after
the automated first response!

* Perhaps you are totally happy with your current system

* Perhaps you might like to use YEM's VPA to assist with follow up
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VPA
YOUR VIRTUAL PERSONAL ASSISTANT

BNl s tracker system
* It holds your enquiry data
» And generates your statistical analysis

» But 1t also has functionality for following up of your enquiries -
with customised reminders and task allocation

* And a calendar - that you can use for follow up appointments
ElNeRitck the client through to thelr event
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HOW 1O USE YEM

» Each business Is different. Integrate your YEM enquiry data into
your management system in a way that optimises your work flow

* You have 2 choices:

* You can stay with the same system you used before YEM -
follow up using the email notifications and reminders that
YEM sends you; you do not have to open YEM's VPA

B@Uean log In to YEM's VFA - Tind your enguiries ancsEsERiii=
VPA as much or as little as you choose - simply check your

enquiries, use the clients file for follow up by adding notes
and tasks, use the calendar for appointments
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WORKING FROM EMAILS

* If you and your team want to stay with an existing calendar

system that you are using now then “working from your emails

s probably your best option

J)

* But you may like to look at VPA's personal and team calendar

options
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WORKING FROM EMAILS

* Each time a client completes your YEM enquiry page, you will
recelve an emall notification just as you always have
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You have a NEW Wedding - Sit down 40 to 60 guests Enquiry = Message (HTML)
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To:
Cc
ave a NEW Wed n 40 to 60
h eceived a new enquiry from yo nline enquiry form.
pe: Wedding d gue

Name: Amy Smith

Email address:amy.s76@hotmail.com.au
Mobile Phone: 0409 778 829

Proposed date of event: 11-Nov-2011

How did you hear about us: Other: Referral

Comments or Questions: Hello, I'm interested in finding out more about your wedding packages
and availability of my preferred date, Kind regards Amy

» And the client information will be loaded automatically
into your online database management system

* When a client makes a tentative booking for their
function you can simply enter them into your current
Event Management System from your emaills
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WORKING FROM EMAIL

* YEM can also be programmed to send you a reminder emaill,
let's say 3 days later; to follow up this enquiry

» With notifications and reminders arriving as emalls - you don't
have to Log in to YEM's VPA for everyday enquiry handling -
you can continue to work with your current system

Al 9 0 &« 377 - You have a NEW Wedding - Sit down 40 to 60 guests Enquiry = Message (HTML)
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Delete Respond Quick Steps P Move Tags P Editing Zoom
From: Sent: Thu 18/11/2010 10:08
To:
Cc
Subject: You have a NEW Wedding - Sit down 40 to 60 guests Enquiry

You have just received a new enquiry from your Online enquiry form.

Event type: Wedding — Sit down 40 to 60 guests ' !
Oour reminaer €mal

Email address:amy.s76@hotmail.com.au
Mobile Phone: 0409 778 829

Proposed date of event: 11-Nov-2011

How did you hear about us: Other: Referral 3 d i l S | i ]_te r
NumberGuests: 40

WeekDay: Friday
Comments or Questions: Hello, I'm interested in finding out more about your wedding packages
and availability of my preferred date, Kind regards Amy
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WORKING FROM EMAILS

But you will need to enter YEM's VPA If you want to gain

statistics or reports

And to export your enquiries in bulk into your event

Management system
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USING VPA'S TASKS

* |f you choose to use tasks to help with following up your enquiries
you will need to log in to VPA regularly

 [he home page screen displays your overdue and upcoming tasks

® O = & % % Your Enquiry Manager o Ay EM
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Search venues

Calendar
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Add genera | task
2 i == Overduertasksi
Task Task
v [ Tuesday 14 June 2011 el v [ Sunday 12 June 2011
@Sanctuary Cove Golf & Countrty Club (Northern Gold Coast) :: Follow | ,/ Hyatt Regency SC... (Gold Coast Region) :: Book 1st Meeting ./
@ Links Hope Island (North Gold Coast) :: Book 1st Meeting Yulia Shabanova :: Book 1st Meeting J

@ Lakelands Golf Club (Gold Coast Region) :: Book 1st Meeting

@SkyPoint Ovservation Deck (Gold Coast) :: Book 1st Meeting

@ Q1 Resort & Spa (Gold Coast) :: Book 1st Meeting
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USING VPA'S TASKS

» Jasks are jobs that follow on from set, date specific events
e.g. a person has enquired on 3™ February - the task of follow
up phone call, to check it there Is anything else you can do for
them, Is set for 3 days post enquiry - it will appear in your
pending tasks pane on the 6 February

Task Task
v 1 Tuesday 14 June 2011 v [ Sunday 12 June 2011

@Sanctuary Cove Golf & Countrty Club (Northern Gold Coast) :: Follow | J Hyatt Regency SC.. (Gold Coast Region) :: Book 1st Meeting

@ Links Hope Island (North Gold Coast) :: Book 1st Meeting Yulia Shabanova :: Book 1st Meeting

@ Lakelands Golf Club (Gold Coast Region) :: Book 1st Meeting

@ SkyPoint Ovservation Deck (Gold Coast) :: Book 1st Meeting
@ Q1 Resort & Spa (Gold Coast) :: Book 1st Meeting
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USING VPA'S TASKS

ERERIERERcte defallt tasks preset for each event type

* You can customise the tasks by going to Setup/Administration/
Your event types

® O = = ® % Your Enquiry Manager
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S *

Account Details I¥/ List Active EventsOnly - I¥/ List this event's active stepsonly *

Events
Event type Step Parent Step Time Frame Amount Time Frame Name

YEM Module Zero

Your Event Steps
Enquiry Date
Your Web Enquiry Page

YEM Host Presentation Enquiry Follow Up Enquiry Date 3 Day

Enquiry Page

YEM Host Draft Enquiry Page
Reportable Fields quiy reg

Booking Confirmed

@
Automatic Enquiry Response Host Draft Wedding 5 Event Shoot
Import Data SR4 - Sponsor Presentation Post Shoot File Preparatior Event Shoot 2 Day
Clients Test YEM Host Review @ oOrderTaken
Export Data General Order Follow Up Order Taken 5 Day
Clients Wedding @ Event Complete
Portrait

@ Commercial

Reception Venue
Ceremony Location
Retailer

Supplier

Become a Host (Manual)

Become a Partner
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USING VPA'S TASKS

ERERIERERcte defallt tasks preset for each event type

* You can customise the tasks by going to Setup/Administration/

Your event types

I/ List Active EventsOnly -

¥/ List this event's active stepsonly  *

Event type
YEM Module Zero
YEM Host Presentation
YEM Host Draft Enquiry Page
Host Draft Wedding
SR4 - Sponsor Presentation
Test YEM Host Review
General
Wedding
Portrait
Commercial
Reception Venue
Ceremony Location
Retailer
Supplier
Become a Host (Manual)

Become a Partner

@ @@ EE @@

Step Parent Step
Enquiry Date
Enquiry Follow Up Enquiry Date 3
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Event Shoot
Post Shoot File Preparatior Event Shoot 2
Order Taken
Order Follow Up Order Taken 5

Event Complete
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Day

ault steps for

handling a genera

event
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USING VPA'S TASKS

* Within VPA you will also have an individual Client Page for each
enguiry where you can add client specific notes, conversations,
emalls and requests from each client to help track their

progress

Client
/N T —
General

Client Details
N\
Vernell Hill Notes & Activities

(h) 0404375432 (w) Nata |+ Orini .
Date Origin Type Details User

(m) (f)
s Unknown (d) 08-Mar-2011 Wedding Note EVENT VENUE(S) : Kylie Dyson

HOW DID YOU HEAR ABOUT US :
Advertissment:Advertisement

COMMENTS OR QUESTIONS ...
Associated Clients P AP 06-Mar-2011 Client Email (Outgoing) Web enquiry auto response sent
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USING VPA'S TASKS

» Automatic and added follow up tasks for all clients will show In
your task pane for the day the task Is required

* Or you can choose to recelve tasks as emall reminders so the

follow up of the task can be done without having to log Iinto
(]

» However logging into YEM and working from the client screen
will track when each task 1s completed and keep a history of
IfiENGUErenTevent and the client

* This is particularly useful when team members are away or
change as you can take over their tasks and/or calendar
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USING VPA'S TASKS

» Once the client has booked you for their event, you can
export that single client and import them into your event
management system - carrying their notes and requests over
simultaneously.
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USING THEVPA CALENDAR

* YEM's VPA has both individua

s @0 [can member can switc

and tearn calenea 1Es

N between team member's

calendars and make bookings and appointments for each other

» Using the YEM calendar also puts each appointment that you
have had with each client in thelir history

Wednesday 25-May-2011 §& « = l

- Appointments

Client Details
cjh out all day di working on yem from home

gl Jane Black
(h) 1234567890 (w)
8 00 venues yem and chp m ®
(s} Unknown (d)
9 00 Desk - no bookings please Jan Boyd janeblack@hotmail.com
1000 : )
Trent Farrell Associated Clients
11 00
12 PM
- I Jane Black :: Wedding Interview )
1 00
2 00
300
400 Available
Available Alyce Mackrell, Karen Mackrell, Sean O'Neill :: Timi ’lll

g PPN sclected Event Details

Wedding - Booked - 14-Apr-2012 [

v [ Active Steps

Book Timing Plan Appointment Confirmed 16-Dec-2011 Mellissa Kelland
[ Timing Plan To Be Booked Chris Hall
Confirm Running Sheet Confirmed 04-Apr-2012 Mellissa Kelland
[EF Event Shoot Booked 14-Apr-2012 Chris Hall
Post Shoot File Preparation Confirmed 16-Apr-2012 Chris Hall
[ Album Design To Be Booked Chris Hall
@) order Taken To Be Booked Chris Hall
%Event Complete To Be Booked Chris Hall
wedding enquiry follow up Confirmed 17-May-2011 Chris Hall

v [ Completed Steps
13-May-2011
25-May-2011

ris Hall

%Booking Confirmed 27-May-2011 Chris Hall, Mellissa Kelland

Update This Event

LALLM 4L444
% %KX KKK KX

Monday, 13 June 2011



USING YEM FOR EVENT
MANAGEMENT

* You can actually use YEM
EEREEARRISHIE UD O the

event and although YEM s

not yet a full event

management system It can

track all of the details and

create an event order

=l ior event
management Is INncreasing
monthly and because 1t Is
online will be accessible
from anywhere




CLIENT INTERFACE

* YEM Is developing a client interface, so your clients will be able
to add needed information directly into your client account

* Detalls like the MC, suppliers, confirmed numbers, food
requirements and confirmations

* This part of the communication portal will be an enormous
time saver for the banqueting team, especially with the hard to

B=alei Ellents

m Proposed Dates | Venues | Guests | Notes | Referrers | ClientWeb Page
85 3

Albany Symes 0409637500 madam_cheeky@hotmail.co.uk x
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YOU CAN CHOOSE

& & Glkcdn choose the level that you would like telisERESMIBES
help you manage your enquiries

» And how you want to integrate YEM with your event
mManagement
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