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HANDLING ENQUIRIES THAT
EOIE INTO VS

» 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

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




LOG IN TAKES YOU TO THE DASH BOARD OF
-MWHERE YOU CAN SEE YOUR PENDING
ENQUIRIES QUADRANT

} |63 http://testapp.studiowebonline.com.au/Client/Default.aspx ¢ v [ ' Google
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Home Calendar Clients Reports Enquiries Setup Support Logout

N
rewenqulny Appointment Time /uo{ Date entered \ Event type Client

Sesrch 06-Mar-2011 Wedding Vernell Hill

Search dients 06-Mar-2011 Wedding Jane Cheung

Search venues
06-Mar-2011 Wedding Danielle Thomas

v
v
Calendar J
v
v
v

06-Mar-2011 Wedding Rennie Sofos

bl 06-Mar-2011 Wedding Catherine Wills

View team calendar

Add qeneral task 06-Mar-2011 Wedding Lee-anne Cutler

~ 06-Mar-2011  Weddina  Michael Savace  +f

Task Task




jEsEE e OF ENOQUIRY, TYPE OF EVENT AND CEIENGRINZAES
ARE SEENOINER R S DA = 2IO/A R

IEEIEROSTE COLUMN TELLS YOU WHERE THE  ENCSIRSSSIES
COM BN M)

Pending Enquiries

Date entered Event type Client

Chris Hall 29-May-2011 Wedding Kurt Rohweder
Stamford 29-May-2011 Wedding Stacey Acheson
Stamford 29-May-2011 Wedding Theresa Lenoy
Chris Hall 28-May-2011 Wedding Jane Wilson
Stamford 28-May-2011 Wedding Jane Wilson

SEINIPING ENOQUIRY QOUADRAINIESCHIN S
G B0OX - ACTION THEM AS SOON AS RESSIREINS




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

iRlEsiE= ENCOUIRY HAS ARRIVED FROMEANCRRSIERSEE N
ESIINESSHIEIAT YTOU FPARTNER , THEN THATBUSIINIESSSEHiN
Bl LSHPED

Host Date entered Event type Client

" Chris Hall 29-May-2011 Wedding Kurt Rohweder
> Stamford  29-May-2011 Wedding Stacey Acheson
> Stamford  29-May-2011 Wedding Theresa Lenoy
—> Chris Hall 28-May-2011 Wedding Jane Wilson

> Stamford  28-May-2011 Wedding Jane Wilson




IF THE PENDING ENQUIRY HAS ARRIVED FROM YOUR OWN
s =B ENOUIRY PAGE THE CLIENTESIASAERSESE
REEENVED N OUR AUTO RESPONSE - SIMPLY CLICK TRIES SIS
SINIEEIEEE CLEIENT VVILL APPEAR IN YOUR CALEINIE/ASSIREE
ReIEE® R AS PER YOUR CUSTOMISED FOEE@ S
FIREICICOIL

Host Date entered Event type Client
Chris Hall 29-May-2011 Wedding Kurt Rohweder
Stamford 29-May-2011 Wedding Stacey Acheson
Stamford 29-May-2011 Wedding Theresa Lenoy
Chris Hall 28-May-2011 Wedding Jane Wilson
Stamford 28-May-2011 Wedding Jane Wilson




imESIEEENDING ENOQUIRY HAS ARRIVED FROM ANFASS @I @RS
MENMESIGOI THE CLIENT HAS REQUES TED YOURIINFCHRMIET RIS
SINIDRS Y AITIING O FICAR FRO MBI

CLICK ONTHE ENTRY TO OPEN THE CLIENT'S WEB ENQUIRY
DETAILS PANEL

Host Date entered Event type Client
Chris Hall 29-May-2011 Wedding Kurt Rohweder

Stamford 29-May-2011 ‘ Wedding ‘ Stacey Acheson
Stamford 29-May-2011 Wedding Theresa Lenoy

Chris Hall 28-May-2011 Wedding Jane Wilson
Stamford 28-May-2011 Wedding Jane Wilson




IN THE WEB ENQUIRY DETAILS PANEL YOU WILL SEE THE
WERENESEEONITACT DETAILS AND CAN DECIBDEV SIS
BI@R RS E ENOQUIRY: =

Your Enqu

Web Enquiry

o FO LLOW U P Web Enquiry Details

* NO FOLLOW UP - the enquiry Is

removed from the pending enquiry
quadrant and client’s details will be e etcherbiapondeom

saved In your data base for future Phone

\ 0400000000 )

marketing and statistics Notes

EVENT VENUE(S) :

» DELETE- removes the enquiry PROPOSED DATE:
1 \ Saturday 16 June 2012
from the perﬁmg enquwquuadrant I
and the detalls do not go into the rerere
COMMENTS OR QUESTIONS :
database

PARTNERS :




@ GECIHOOSE TO CLICK FOLE®VVREIE
SISENICOUIRY DETAILS WILL LOAD IN TO YOUR CLIENISFAEIS

——

|

Date entered fvent type Chent

1 3-May- 2001 Weddding
Apposntment

Web Enquiry
Web Enquiry Details Calendar (Chris Hall) Saturday 14-Apr-2012 % —

Event Type

[VWedding

Name

Jane Black

Email
janeblack@hotmail.com
Phone

1234567890

Notes

EVENT VENUE(S) :
Custom House

PROPOSED DATE :
Saturday 14 April 2012

HOW DID YOU HEAR ABOUT US :
Referral from a Friend

COMMENTS OR QUESTIONS :
can | get some information on packages




Client
Client Details

Jane Black

(h) 1234567890
(m)

(8 Unknown
ianebladke} it

Associated Clients

13-May-2011

13-May-2011

CLIENT

Wedding

Client

Emall (Outgoing)

PAGE

EVENT VENUE(S) :
Custom House

PROPOSED DATE :
Saturday 14 April 2012

HOW DID YOU HEAR ABOUT US =,
Web enquiry auto response sent

User

Chris Hall

Status

Rata Proposed Date(s): Saturday 14 April 2012




CLIENT PAGE

Client
Client Details

Jane Black Notes & Activities

h) 1234567890

(m) 13-May-2011 Wedding EVENT VENUE(S) :
Custom House

(s) Unknown

- . PROPOSED DATE :

janeblack®hotmail.com Saturday 14 Apeil 2012

HOW DID YOU HEAR ABOUT US -,
13-May-2011 Client Email (Outgoing) Web enquiry auto response sent

Associated Clients

Proposed Date(s): Saturday 14 April 2012




CLIENT PAGE - SELECTED EVENT DETAILS

r Genv ral

Jane Black

(h) 1234567890 (w)
Origin
{m) if) ri9

is) Unknown () 13-May-2011 Wedding

Notes & Activities

Associated Clients

Date Origin
13-May-2011 Wedding

Rats Proposed Date(s): Saturday 14 April 2012

_ Venue(s): Custom House




CLIENT PAGE - SELECTED EVENT DETAILS

Client Details g T selectsd Event Details

Client

Jane Black Wedding - Enquiry - &

th) 1234567890

(m)
(s) Unknown

ineblack®hotmailcom =3 wedding Interview o Mellissa Kelland
@ Booking Confirmed Mellissa Kelland
(¥ Timing Plan o Chris Hall

Selected Event Details

A T

.

Wedding -Enquiry - @

Steps

v 24 Active Steps
= Wedding Interview To Be Booked Mellissa Kelland

® Booking Confirmed To Be Booked Mellissa Kelland
&3] Timing Plan To Be Booked Chris Hall
[ Event Shoot To Be Booked Chris Hall

= Album Design To Be Booked Chris Hall
S Order Taken To Be Booked Chris Hall
@ Event Complete To Be Booked Chris Hall
v [ Completed Steps
B8 Enquiry Date Complete 13-May-2011 Mellissa Kelland

+ #F9 9»

Jane Black 1234567890 janeblack@hotmail com

CUSTOMISED STEPS FOR FOLLOWING UPT
Q SEE HOW TO SET YOUR STEPS GO TO ‘SET UR




v [ Active Steps
= wedding Interview To Be Booked Mellissa Kelland
i Booking Confirmed To Be Booked Mellissa Kelland
m Timing Plan To Be Booked Chris Hall
[ Event Shoot To Be Booked Chris Hall
. To Be Booked Chris Hall
B Order Taken To Be Booked Chris Hall
&2 Event Complete Yo Be Booked Chris Hall
v [ Completed Steps
@Enquiry Date Complete 13-May-2011 Mellissa Kelland

SELECTED EVENT DETAILS LISTS:

» THE STEP STATUS: COMPLETED OR ACTIVE (STILL BEING ACTIVELY
PURSUED)

- THE STAFF MEMBER DESIGNATED TO HANDLETHE STER THIS
PERSON WILL SEETHE FOLLOW UPTASK LISTED INTHEIRYEM

CALENDAR
FOLLOW UP STEPS AND INTERVALS AND TASK DELEGATIONTO SPECIFIC STAFF MEMBERS IS CUSTOMISED BYYOU

INYOUR SET UP/ADMINISTRATION




* [he 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
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