
Updating an Enquiry to 
Booked Status 

Your Enquiry Manager
“CONNECTING PEOPLE”

Monday, 4 July 2011



•You have a YEM enquiry page with an automatic 
instant response 

•You have data back up, 

•Follow up reminders and 

•Reports and statistics on all your enquiries 

•Now it’s time to drive your business
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•The reports showing enquiries vs site visits

•Site visits vs bookings

• Where your bookings have come from and not just where 
your enquiries have come from

• This is what will drive your business and your marketing

BOOKED REPORT
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•To 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 enquiries 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!

BOOKED REPORT
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•Firstly log in to your YEM dashboard

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

• Simply www.yourenquirymanager.com.au and logon
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http://www.yourenquirymanager.com.su
http://www.yourenquirymanager.com.su


LOG IN TAKES YOU TO THE DASH BOARD OF  
YEM
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CLICK ON CLIENTS IN THE ICON BAR
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IN THE CLIENTS PAGE - SEARCH FOR THE 
CLIENT YOU WANT TO UPDATE

Kevin
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CLICK ON THEIR NAME TO OPEN THEIR 
CLIENT DETAILS

Kevin

Kevin Smith                      

07 34567835

April Showers
                                     

07 33567899                          
                   

0430999888

Kevin Wellers Bungee Brakes 0412345678

Kevin Zithers Up there Umbrellas 07 38899666 0419020202
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IN CLIENT DETAILS MAKE  SURE YOU HAVE 
SELECTED THE RIGHT EVENT IF THERE IS 

MORE THAN ONE CHOICE 
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 CLICK ON SELECTED EVENT DETAILS 
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THEN CLICK ON UPDATE THE EVENT
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IN QUICK EVENT STATUS FIND THE 
BOOKING CONFIRMED STEP 

 CLICK THE TICK     
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CLICK ON UPDATE EVENT AND 
ANSWER YES  TO THE CONFIRMATION 

QUESTION 
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NOW YOUR EVENT IS UPDATED TO

BOOKED
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WHEN DO I 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 booked

• 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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