
Work Flow,
how to use  YEM’s VPA

Your “Virtual Personal Assistant”

Your Enquiry Manager
“CONNECTING PEOPLE”

Monday, 13 June 2011



•  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

YEM
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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 email 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 availability will need you 
to phone or email 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

• VPA is YEM’s tracker system

• It holds your enquiry data

• And generates your statistical analysis

• But it 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  
or to track the client through to their event 
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HOW TO 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

• You can log in to YEM’s VPA - find your enquiries and use the 
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” 
is probably your best option

• 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 

receive an email notification just as you always have 

• 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 emails
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WORKING FROM EMAIL
• YEM can also be programmed to send you a reminder email, 

let’s say 3 days later, to follow up this enquiry

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

Your reminder email
3 days later
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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
• If you choose to use tasks to help with following up your enquiries 

you will need to log in to VPA regularly 
• The home page screen displays your overdue and upcoming  tasks

Overdue tasksUpcoming tasks
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USING VPA’S TASKS
• Tasks are jobs that follow on from set, date specific events   

e.g.  a person has enquired on 3rd February - the task of follow 
up phone call, to check if 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 6th February
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USING VPA’S TASKS
• There are default tasks preset for each event type 
• You can customise the tasks by going to Setup/Administration/

Your event types
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USING VPA’S TASKS
• There are default tasks preset for each event type 
• You can customise the tasks by going to Setup/Administration/

Your event types

These are the default steps for 
handling a general photography 

event
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USING VPA’S TASKS
•Within VPA you will also have an individual Client Page for each 

enquiry where you can add client specific notes, conversations, 
emails and requests from each client to help track their 
progress
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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 receive tasks as email reminders so the 

follow up of the task can be done without having to log into 
YEM
• However logging into YEM and working from the client screen 

will track when each task is completed and keep a history of 
the current event 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 THE VPA CALENDAR
• YEM’s VPA has both individual and team calendars
• Each team member can switch 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 their history
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USING YEM FOR EVENT 
MANAGEMENT

• You can actually use YEM 
to run right up to the 
event and although YEM is 
not yet a full event 
management system it can 
track all of the details and 
create an event order 
• YEM for event 

management is increasing 
monthly and because it is 
online will be accessible 
from anywhere
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CLIENT INTERFACE
• YEM is developing a client interface, so your clients will be able 

to add needed information directly into your client account
•Details 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 
reach clients
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YOU CAN CHOOSE

• So you can choose the level that you would like to use YEM to 
help you manage your enquiries

• And how you want to integrate YEM with your event 
management
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