
Handling Enquiries
Your “Virtual Personal Assistant”

Your Enquiry Manager
“CONNECTING PEOPLE”



• All enquiries enter  VPA via the Pending Enquiries quadrant on 
the dashboard

• The enquiries come in from different sources and each need to 
be handled correctly

•With the right followup and sorting

• Handling them correctly will help when marketing to them later 
and will  assist in follow up

HANDLING ENQUIRIES THAT 
COME INTO  VPA



LOG IN TAKES YOU TO THE DASH BOARD OF  
YEM WHERE YOU CAN SEE YOUR PENDING 

ENQUIRIES QUADRANT



 THE DATE OF ENQUIRY,  TYPE OF EVENT AND CLIENT NAME 
ARE SEEN ON THE DASH BOARD

 THE HOST COLUMN TELLS YOU WHERE THE  ENQUIRY HAS 
COME FROM. 

THE PENDING ENQUIRY QUADRANT IS ONLY A 
HOLDING BOX - ACTION THEM AS SOON AS POSSIBLE



IF THE PENDING ENQUIRY HAS ARRIVED FROM YOUR OWN 
WEB PAGE, THE HOST COLUMN WILL LIST YOUR BUSINESS 

NAME.

IF THE ENQUIRY HAS ARRIVED FROM ANOTHER YEM 
BUSINESS THAT YOU PARTNER ,THEN THAT BUSINESS WILL 

BE LISTED 



IF THE PENDING ENQUIRY HAS ARRIVED FROM YOUR OWN 

YEM WEB ENQUIRY PAGE THE CLIENT HAS ALREADY 

RECEIVED YOUR AUTO RESPONSE - SIMPLY CLICK THE TICK 

AND THE CLIENT WILL APPEAR IN YOUR CALENDAR FOR 

FOLLOW UP AS PER YOUR CUSTOMISED FOLLOW UP 

PROTOCOL



IF THE PENDING ENQUIRY HAS ARRIVED FROM AN ASSOCIATE 

YEM HOST,  THE CLIENT HAS REQUESTED YOUR INFORMATION 

AND IS WAITING TO HEAR FROM YOU

CLICK ON THE ENTRY TO OPEN THE CLIENT’S WEB ENQUIRY 

DETAILS PANEL 



IN THE WEB ENQUIRY DETAILS PANEL YOU WILL SEE THE 
CLIENT’S CONTACT DETAILS AND CAN DECIDE WHAT TO 
DO WITH THE ENQUIRY:

• NO FOLLOW UP - the enquiry is 
removed from the pending enquiry 
quadrant and client’s details will be 
saved in your data base for future 
marketing and statistics  
• DELETE- removes the enquiry 
from the pending enquiry quadrant 
and the details do not go into the 
database

• FOLLOW UP



IF YOU CHOOSE TO CLICK FOLLOW UP
THE ENQUIRY DETAILS WILL LOAD INTO YOUR CLIENT PAGE



CLIENT PAGE



CLIENT PAGE



CLIENT PAGE - SELECTED EVENT DETAILS



CLIENT PAGE - SELECTED EVENT DETAILS

LISTS ALL YOUR CUSTOMISED STEPS FOR FOLLOWING UP THE 
CLIENT - TO SEE HOW TO SET YOUR STEPS GO TO ‘SET UP’



SELECTED EVENT DETAILS LISTS: 
• THE STEP STATUS: COMPLETED OR ACTIVE (STILL BEING ACTIVELY 
PURSUED)
• THE STAFF MEMBER DESIGNATED TO HANDLE THE STEP.  THIS 
PERSON WILL SEE THE FOLLOW UP TASK LISTED IN THEIR YEM 
CALENDAR
FOLLOW UP STEPS  AND INTERVALS AND TASK DELEGATION TO SPECIFIC  STAFF MEMBERS IS CUSTOMISED BY YOU 

IN YOUR SET UP/ADMINISTRATION 



•The Pending enquiries quadrant should be 
reviewed and emptied regularly

•Go on to Administration / Your Event Steps to set 
up your follow up for specific types of enquiries

•YEM’s automatic responses and reminders make it 
simple to stay on top of your enquiries 



Pending Enquiries
Your “Virtual Personal Assistant”

Your Enquiry Manager
“CONNECTING PEOPLE”




