
Starting with YEM’s VPA
Your “Virtual Personal Assistant”

Your Enquiry Manager
“CONNECTING PEOPLE”



LETS HAVE A QUICK LOOK AT 
VPA - VIRTUAL PERSONAL ASSISTANT



•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


LOG IN TAKES YOU TO THE DASH BOARD OF  
YEM

Icon Bar

Main menu

Schedule and Enquiry quadrants



Your personal 
calendar

Search for a 
client

Customise reports
Review reports

Community of associate 
businesses that your business 

partners or hosts

Account  set up
Administration 

Return to 
dashboard 

FROM THE ICON BAR



FROM THE MAIN MENU
•Access your client enquiry page
•Search for clients and locations
•Go to your personal and team calendars



UPCOMING APPOINTMENTS QUADRANT 
SHOWS APPOINTMENTS SCHEDULED IN YOUR 
PERSONAL CALENDAR FOR THE NEXT 3 DAYS

Upcoming appointments

An Appointment is a timed diary listed appointment. It may 
be general or scheduled and logged with a specific client.



UPCOMING TASKS QUADRANT SHOWS TASKS 
SCHEDULED IN YOUR PERSONAL CALENDAR 

FOR THE NEXT 3 DAYS 

Upcoming tasks

A Task is a job to do. It may be linked to a client or general, 
e.g. Prepare for staff meeting or get more A4 paper



OVERDUE TASKS QUADRANT SHOWS TASKS 
FROM YOUR PERSONAL CALENDAR NOT 

MARKED AS COMPLETED

Overdue tasks



PENDING ENQUIRIES QUADRANT HOLDS 
NEW ENQUIRIES -THEY NEED TO BE MARKED 

“FOLLOW UP” “NO FOLLOW UP” OR “DELETE”

Pending enquiries



ORANGE HIGHLIGHT IN A QUADRANT 
INDICATES OVERDUE APPOINTMENTS OR 

ENQUIRIES - CLICK FOR DETAILS
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