
Update a YEM Account Password
Your “Virtual Personal Assistant”

Your Enquiry Manager
“CONNECTING PEOPLE”



SET YOUR UNIQUE ACCOUNT 
PASSWORD

• As the Administrator of your YEM account  you will be sent  a 
user name and password by YEM - use these to log in for the 
first time

• Then you should change that password to your own private, 
secure, unique password - it must be 6 digits long

• If you want to allow others to access your YEM account, you 
then go on and set them each a unique user name and 
password at the appropriate security level



•Firstly log in to your YEM dashboard

•Log in with the user name and password YEM 
has sent you

•Log in from anywhere you can get a web 
browser
• Simply www.yourenquirymanager.com.au and logon

http://www.yourenquirymanager.com.su
http://www.yourenquirymanager.com.su


AT THE YEM DASH BOARD CLICK 
THE SET UP ICON



TAKING YOU TO THE ADMINISTRATION PAGE

NEXT CLICK ON YOUR USER NAME TO 
OPEN THE USER DETAILS PANEL 



IN THE USER DETAILS PANEL YOU CAN 
ENTER AND CONFIRM THE NEW 

PASSWORD YOU HAVE CHOSEN - THEN 
CLICK SAVE



TO ADD ANOTHER USER (e.g. STAFF MEMBER 
or WEB DESIGNER)  TO YOUR ACCOUNT 

CLICK ON THE PERSON/PLUS SIGN



THIS OPENS A BLANK USER DETAILS PANEL -  
ENTER THE USERNAME, PASSWORD AND 

PERSONAL DETAILS AND TICK ACTIVE

When choosing a user name it is best to identify by job description, 
e.g. Functions manager. Then you can simply change the password if 
that staff member leaves and their tasks and appointments can be 

then be seen by the next functions manager.



DON’T FORGET TO ASSIGN A SECURITY 
LEVEL (USER PERMISSION)TO THE NEW USER 

AND CLICK SAVE



AND TICK TEAM CALENDAR FILTER IF YOU 
WANT THEM TO BE VISIBLE TO YOU IN YOUR 

TEAM CALENDAR



SHOULD YOU NEED TO DELETE A USER AT 
ANY TIME SIMPLY DE-ACTIVATE THEM BY 

REMOVING THE TICK, THEN SAVE



Update a YEM Account Password
Your “Virtual Personal Assistant”

Your Enquiry Manager
“CONNECTING PEOPLE”




