YEM

Your Enquiry Manager

Updating an Enquiry to
Booked Status

Your enquiry Manager

@ NECTIING FECS =S




* You have a YEM enquiry page with an automatic

instant response

* YOu have data back up,
* Follow up reminders ana

* Reports and statistics on all your enquiries

* Now It's time to drive your business
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BOOKED REPORT

* [ he reports showing enqguiries vs site visits

* Srte visits vs bookings

* Where your bookings have come from and not just where
your enguiries have come from

* This 1s what will drive your business and your marketing
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BOOKED REPORT

* [0 get the booked report you just need to update
your YEM data base when a client books

* This allows YEM to generate the next level of truly
meaningful statistics and reports

» Even If you are not managing your enqguiries within
YEM's management system VPA - and you are just
using your emails and then your own event

management system, getting the booked report Is
easy!
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* Firstly log In to your YEM dashboara

* Log In with the user name and password YEM
has sent you

* SImply www.yourenquirymanager.com.au and logon

LOGIN

Username == essssssss

Y EM

Your Enquiry Manager
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http://www.yourenquirymanager.com.su
http://www.yourenquirymanager.com.su

LOG IN TAKES YOU TO THE DASH BOARD OF
YEM

4 | > |6 http://testapp.studiowebonline.com.au/Client/Default.aspx C Q' Google

® O = & ® ¥ Your Enquiry Manager 9 4 YEM

Your Enquiry Manager

e 1

Events Upcoming Appointments Pending Enquiries
New enquiry
Appointment Time Host Date entered Event type Client

SesEh 06-Mar-2011 Wedding Vernell Hill J &
Search dients 06-Mar-2011 Wedding Jane Cheung J x
Search venues

06-Mar-2011 Wedding Danielle Thomas J b4
Calendar ) )

06-Mar-2011 Wedding Rennie Sofos J b4
it 06-Mar-2011 Wedding Catherine Wills J &
View team calendar
Add general task 06-Mar-2011 Wedding Lee-anne Cutler J b4
Add general task

\ J 06-Mar-2011 Weddina Mich
Upcoming Tasks Overdue Tasks
Task Task ‘
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CLICK ON CLIENTS IN THE ICON BAR

4 | > |6 http://testapp.studiowebonline.com.au/Client/Default.aspx C Q' Google

M 9% Your Enquiry Manager o aYEM

Reports Enquiries Setup Support Logout

Your Enquiry Manager

ot

Events Upcoming Appointments Pending Enquiries
New enquiry
Appointment Time Host Date entered Event type Client

SesEh 06-Mar-2011 Wedding Vernell Hill J &
Search dients 06-Mar-2011 Wedding Jane Cheung J x
Search venues

06-Mar-2011 Wedding Danielle Thomas J b4
Calendar ) )

06-Mar-2011 Wedding Rennie Sofos J b4
it 06-Mar-2011 Wedding Catherine Wills J &
View team calendar
Add general task 06-Mar-2011 Wedding Lee-anne Cutler J b4
Add general task

\ J 06-Mar-2011 Weddina Mich
Upcoming Tasks Overdue Tasks
Task Task ‘
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EiE CLIEN TS PAGE - SEARCH FORTS
CLIENT YOUWANT TO UPDATE

e B Your Enquiry Manager

Home Calendar Clients  Reports  Enquiries  Setup
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CLICK ON THEIR NAME TO OPEN THEIR
CLIENT DETAILS

® & B B Your Enquiry Manager o aYEM

Home Calendar Clients Reports Enquiries Setup Support Logout Y ( r
our ﬁqu:!‘y‘ ..nonogcr

e

s ="
I::-:L::nuim Kevin ¥ Return Active Clients Only | Search |
cheens Name Business Name Phone work Mobile
— Kevin Smith April Showers 07 33567899 0430999888
View calendar Kevin Wellers Bungee Brakes 07 34567835 0412345678
_ -—Q—fmﬁfﬂ ‘ Kevin Zithers Up there Umbrellas 07 38899666 0419020202

9
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IN CLIENT DETAILS MAK
R IED THE
MORE

oim

- SURE YOU HAVE
- RIGHT EVENT IF THERE IS
HAN ONE CHOICE




CLICK ON SELECTED EVENT DETAILS

Kevin Smith

April Showers

(h) 0334567664 (w)

(m) 0430373737 " 12-May-2011 Client Emad (Outgoing) Web enquiry auto
) Unknown (

la#home comay

22 Albert St

Townston NSW 2456

Type Status Date
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TH

Kevin Smith
April Showers

th) 0334567664 w)
m NI
Unknown

kathome comay

22 Nlbert 5t
Townston NSW 2456

-N CLICK ON UPDATE THE EVENT

Selected Event Details

Wedding - Enquiry - =

Steps

v (23 Active Steps =
() enquiry Follow Up Confirmed - Jul-2011 Demo Admin, Tom Smith J R
B3 Wedding Interview To Be Booked Demo Admin, Tom Smith v B
B Booking Confrmed To Be Booked Demo Admin, Tom Smith v B
1 Timing Plan To Be Booked Demo Admin, Tom Smith v B
g Evernt Shoot To Be Booked Demo Admin, Tom Smith v R
M Album Design To Be Booked Demo Admin, Tom Smith v R
B o o = - & & & 3 - aa v w - £
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IN QUICK EVENT STATUS FIND TH
BOOKING CONFIRMED STE
LU R T

Quick Event Status or Step Updater

Current Overall Status for this Event: Enquiry

Select from this list and click Update Event below to change this event’s overall status: | Select from below.. v |

(d) Use the list and Update Event below to quickly update the date or status of individual event steps

h Smith

Date Complete Steps Cancel Steps Smith

Enquiry Date 01-Jul-2011 h Smith

Smith

Enquiry Follow Up 04-Jul-2011 v

h Smith

Wedding Interview :
Smith

Booking Confirmed ) Smith

Timing Plan Smith

Event Shoot

B OB B E E E

Album Design

Order Taken

Event Complete

Second Wedding Interview

HddEEBEdERE
B R E R EEREE

B B E E
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CLICK ON UPDATE EVENT AND
ANSWER YES TO THE CONFIRMATION
QUESTION

Quick Event Status or Step Updater

Current Overall Status for this Event: Enquiry

Select from this list and click Update Event below to change this event’s overall status: | Select from below.. v |

(d) Use the list and Update Event below to quickly update the date or status of individual event steps

h Smith

Date Complete Steps Cancel Steps Smith

Enquiry Date 01-Jul-2011 h Smith

Smith

Enquiry Follow Up 04-Jul-2011 Smith
h Smith

Wedding Interview :
Smith

Booking Confirmed ) Smith

B OB B B

Timing Plan Smith

Event Shoot

Album Design

Order Taken

Event Complete

BHddEEBEdERE
B E
LALLM«
B R E R EBEREE

B B E E

Second Wedding Interview
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NOW YOUR EVENT IS UP
BOOKED

DATE

B




WHEN DO | UPDATE

* You don't have to update YEM each time you make a booking
* You can update weekly or even monthly

» SImply update the clients that came in for a site visit and the
clients that then bookea

* This will create a new range of reports that will really assist in
tracking the success of your marketing and your packages
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