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LETS HAVE A QUICK LOOK AT

VPA - VIRTUAL PERSONAL ASSISTANT




* Firstly log In to your YEM dashboara

* 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

YEM |

Username

Your Enquiry Manager



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

LOG IN TAKES YOU TO THE DASH BOARD OF
YEM
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FROM THE ICON BAR
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FROM THE MAIN MENU

e iéc =5 OUr client enqliicApase
Search for clients and locations

*Go to your personal and team calendars
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UPCOMING APPOINTMENTS QUADRANT
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UPCOMING TASKS QUADRANT SHOWS T,
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A lask is|a job to do. It may be linked to a client or general,
e.g. Prepare for staff meeting orr get more A4 paper
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OVERDUE TASKS QUADRANT SHOWS TASKS
FROM YOUR PERSONAL CALENDAR NOT
FIRRKED AS COMPLE TR

Your Enquiry Manager

¢ | [ Qr Google

o AaYEM

Support Logout
¢ Your Enquiry Manager

e

New enquiry

D B & ® % Your Enquiry Manager

Calendar Clients Reports Enquiries Setup

Appointment Host 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

Calendar . )
06-Mar-2011 Wedding Rennie Sofos

View calendar 06-Mar-2011 Wedding Catherine Wills

View team calendar

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

_06-Mar-2011 . Weddina . Michael Savaae

Upcoming Tasks Overdue Tasks

Copyright (c) 2008 Studio Web Online Pty Ltd




PENDING ENQUIRIES QUADRANT HOLDS
NEW ENQUIRIES -THEY NEED TO BE MARK
e OVY UP 'NO FOLLOW UP” OR  DEEES-.
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