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[bookmark: _Toc433373415][bookmark: _Toc442185171][bookmark: _Toc504051760]1.1. Locating your Dashboard
· Each team have their own dashboard, which acts as a sort of ‘home’ page. 
· Each Dashboard is built up of different ‘views’ to show different information.
The Dashboard for Course Enquiries is:
Course Enquiries Dashboard
1.1.1. Ensure you are in Recruitment area.

1.1.2. You can select Recruitment by clicking in the box to the right of ‘Dynamics 365’.
1.1.3. Select Dashboards
[image: ]
1.1.4. The top dashboard in the list will display, but this is not likely to be your dashboard. 

1.1.5. Click on the arrow to the right to bring up a list to select your dashboard.

1.1.6. Navigate to Recruitment:
[image: ]

1.2. Pinning your Dashboard
You can then ‘pin’ your dashboard so that the correct dashboard displays each time you log in to CRM. 
1.2.1. Click on ‘Set as Default’ button as shown below.
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1.3. [bookmark: _Toc433373416][bookmark: _Toc442185172][bookmark: _Toc504051761]What’s on the Dashboard
· The dashboard displays all your team’s incoming emails and open enquiries. Incoming emails are displayed in ‘Course emails to be processed’ with the International and Confirmation emails in the grids to the right.   
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· Any email you convert into an enquiry will be removed from the ’Course emails to be processed’ queue, but will be added to the ‘My Team’s Enquiries LJMU’ list below with the status ‘New Enquiry’.  
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· Any emails which come in relating to an open enquiry will bypass the top grid and go directly to ‘My Team’s Enquiries LJMU’ with a status of ‘Contacted’ 
· You can expand either of these entities by clicking on the grid to the right of the dropdown:
· This will create a pop out box showing all the emails or enquiries in much greater detail, much easier to search: 
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· [bookmark: _Toc433373417][bookmark: _Toc442185173][bookmark: _Toc504051762]You can sort any of the columns by clicking at the top of the column (ascending or descending, numerical or alphabetical dependant on contents), or you can use the search function at top right to search for a student by name for example.  
· Both of these views also now contains a ‘Priority’ column if you wish to triage Enquiries. Priority can be set within the Enquiry view and can be set at Low, Standard or High Priority.
· 
1.4. Alternative Dashboards 
There are alternative dashboards you can select to view data:
[bookmark: _Toc433373418][bookmark: _Toc442185174][bookmark: _Toc504051763]1.4.1. ‘My Email Dashboard’

· Navigate to Recruitment:
· Then Dashboards:
· Select ‘My Email Dashboard’ from the drop down:
This dashboard shows the queue’s draft, sent and pending emails .All views can be searched like any other, as well as expanded using the grid to the right of each view.
1.4.2. Pending Emails
· Select ‘Pending Emails’ from the drop down menu to view your Pending Emails.

· If you have a Pending Email appearing in your queue then this means that the email has not correctly sent. You will need to check the email and re-send. If you require help please raise a Helpdesk and BST will assist you. 



  

Processing Emails

· Click on the Email title to open it and read the contents.  

· If you click on the senders Email address (coloured BLUE) you will be taken to the senders contact record. You can amend contact information on this screen.

· Please include as much information as you can. 

· Options available to you are:

· Delete – Only delete if Spam or Trash.
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· Click Delete on the ‘Confirm Deletion’ box which appears, and the email deletes, and you are taken back to the dashboard.

· Forward – only forward an email where you need to pass it to someone else within LJMU, but they are not a CRM user:


· Examples of this are Awards Queries or Registry Services Queries.  

· Please note that the best way to get the Email query to specific teams within CRM is to convert an email to a specific Enquiry Type. E.g. Accommodation Enquiry, Funding Enquiry (If SAW). It will automatically route to their queue. 

· If you do need to Forward: Click ‘Forward’, type the full email address into the ‘To’ field, then click ‘Send’.  You can then delete the original email, or (to keep it on the contact’s activities), remove it from the queue.

Contacts & Enquiries

3.1. Search for the Contact in the Search bar.
Before you convert the email to an enquiry you should search CRM to check whether the contact already exists and if the email should be related to an existing enquiry.  

1.1.1 Click on ‘Recruitment’ 

1.1.2 Click on ‘Contacts’
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· If you find Duplicate Contacts then add the new email address to the Contact and arrange for the contacts to be merged by raising a Helpdesk Job. BST will pick this up and carry out the merge.

· If not a duplicate, then update the existing contact record with the correct name if available and any further information that you may have gathered such as level of entry, course of interest and year of entry.
3.2. Searching with the Wildcard ‘*’
· An important tip to remember when searching for a Contact is to use the wildcard function which is an asterisk. ‘*’

· It is important that you use the wildcard in place of a Middle Name (as CRM will search for full names including Middle Name) or if you are unsure of the contacts full name. 


3.3. Set Regarding 
Whilst reviewing the Contacts record, you may find an existing Enquiry which the new Email received should be attached to, instead of a new Enquiry being created. In this case, you will need to set the email ‘Regarding’ the existing enquiry. 

3.3.1. Open up the Email and scroll down to the bottom of the window.

3.3.2. Click into the Regarding field.
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3.3.3. Click on the look up
3.3.4. Scroll down to ‘look for more records’.
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3.3.5. Change the Look for and Look In as below: 
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3.3.6. Search for the contacts name with ‘* ‘prior to and after their name.

3.3.7. Highlight and click on ‘Add’ when you have identified the appropriate enquiry.

3.3.8. Click on Save.

3.3.9. Double click on the email title to open it and read the contents.  

3.4. Duplicate Enquiries
· If you notice that a duplicate Enquiry has already been set up which wasn’t required, then you will first need to ensure all Emails have been set regarding one Enquiry using the steps above.
· Then, raise a Helpdesk job asking BST to delete the duplicate Enquiry. 

3.5. Email sent to Multiple Queues
· If you notice that an Email has been received that has been sent to Multiple Queues, then the Email can only be converted to one enquiry. 

· Other Enquiries will need to be created from the Contact record and the email copied into Notes. Replies will be sent by creating a new email. 
[bookmark: _3.1_Converting_an][bookmark: _Toc433373423][bookmark: _Toc442185179][bookmark: _Toc504051768]3.6. Converting an email into an enquiry 
· Once you have checked the Contact and have established that the Email is a new enquiry, then proceed to convert the email to an Enquiry.
[bookmark: _3.2_Converting_an][bookmark: _Toc433373424][bookmark: _Toc442185180][bookmark: _Toc504051769]3.7. Prospectus requests 
· You can choose to convert an email into an Undergraduate Prospectus or Postgraduate Brochure Enquiry Type.

· These are selected in the same way as a Course Enquiry.

· When the enquiry opens, ensure you complete the type of prospectus, academic year, and format, before completing the process bar as usual:
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[bookmark: _Toc433373425][bookmark: _Toc442185181][bookmark: _Toc504051770]3.8. Converting an email into an enquiry for another team
· If an Email comes into your dashboard but it is apparent that the query needs to be answered by Engineering, then, select the Engineering and Technology Enquiry.  This will then disappear from ‘Science Admission’s emails to be processed’ dashboard, and appears on Engineering & Technology’s ‘My Team’s Enquiries LJMU’ with a status of ‘New Enquiry’.


· The following requests should all be set up as a Course Enquiry Type:

· Undergraduate Prospectus
· Postgraduate Brochure
· Open Day Registration

· Other Enquiry Types are:

	Enquiry
	Team it goes to:

	Additional Notes

	Accommodation Enquiry
	Accommodation Team
	

	Advocate Enquiry
	Outreach Team
	

	APS Admissions Enquiry
	APS Admissions
	

	Awards Enquiry
	Your Dashboard
	This is used, it is auto routed to remain on the user’s dashboard if they created this enquiry type.  And then the email should be forwarded on to awards@ljmu.ac.uk

	BUS Admissions Enquiry
	Bus Admissions Team
	

	Careers/Placement Enquiry
	 Your Dashboard
	This is used, it is auto routed to remain on the user’s dashboard if they created this enquiry type.  And then the email is forwarded on to employerengagement@ljmu.ac.uk or careers@ljmu.ac.uk

	China Recruitment Enquiry
	International Recruitment Team
	

	Clearing Enquiry
	
	This is not to be selected as it is only relevant to the enquiries that are brought over from the SIS integration

	Complaint
	Your Dashboard
	This Enquiry type is also routed to remain on the user’s dashboard as they are not always associated with recruitment only.

	Course Enquiry
	Course Enquiries
	

	Engineering & Technology Admissions Enquiry
	Engineering & Technology Team
	

	Event Enquiry
	Your Dashboard
	This auto routes to remain on the user’s dashboard if they created this enquiry type, as many other users are involved with events not just recruitment 

	Funding Enquiry
	SAW Finance Team
	

	General Accommodation Enquiry
	Accommodation Team
	

	Health Admissions Enquiry
	Health Admissions Team
	

	Int Fee Status Enquiry
	International Admissions Team
	

	Int Admissions Agent Enquiry
	International Admissions Team
	

	Int Admissions Counsellor
	International Admissions Counsellor
	

	Int Admissions Decision Enquiry
	International Admissions Team
	

	Int Admissions Enquiry
	International Admissions Team
	

	Int CAS Enquiry
	International Admissions Team
	

	Int pre-application Enquiry
	International Admissions Team
	

	Int pre-sessional Enquiry
	International Admissions Team
	

	Int supporting documents
	International Admissions Team
	

	Int Third Party
	International Admissions Team
	

	Marsh Admissions Enquiry
	Marsh Admissions Team
	

	Middle East & Africa Recruitment Enquiry
	International Relations Team
	Not used/monitored so please beware if wishing to use.

	Postgraduate Brochure
	Course Enquiries
	

	Scholarship Enquiry
	SAW Finance Team
	

	School Enquiry
	Outreach Team
	

	Science Admissions Enquiry
	Science Admissions Team
	

	South Asia Recruitment Enquiry
	International Relations Team
	Not used/monitored so please beware if wishing to use.

	South East Asia Recruitment Enquiry
	International Relations Team
	Not used/monitored so please beware if wishing to use.

	Student Admin Enquiry
	Your Dashboard

	This is used, it is auto routed to remain on the user’s dashboard. Please email to RegistryServices@ljmu.ac.uk

	Summer University Enquiry
	Outreach Team
	

	Undergraduate Prospectus
	Course Enquiries
	



[bookmark: _Toc433373426][bookmark: _Toc442185182][bookmark: _Toc504051771]3.9. Converting an email into an enquiry when it has been forwarded internally 
· If an email comes into your dashboard and it has been forwarded from another LJMU email address (not a CRM user), first of all, search for the Contact which the Email relates to.

· You need to firstly check the Contact exists, and if not, create a new contact record.

· Secondly, if the contact does exist, check that the Enquiry doesn’t already exist.

· If you are satisfied the Contact exists and the Enquiry doesn’t already exist, you can create an Enquiry from the Contact record. 

· Once Saved, you can navigate back to the original Email & follow guidelines to Set Regarding (Refer to Section 3)

·  Then continue to progress the enquiry as usual.
[image: ]
· This functionality can also be used where an email is received from, for example ‘What Uni?’. The email address will not correspond to the email contents, and the enquirer should be set as per the contents of the body of the email, not the email address.    
[bookmark: _Toc433373427][bookmark: _Toc442185183][bookmark: _Toc504051772]4. Progressing an enquiry 
All Course Enquiries appear with the same process bar once converted 
[image: ]
· The Enquiry Type, Enquiry Classification, Enquirer and Enquiry Method will already be filled in for you, as you have already chosen the enquiry type and it was created through an email. CRM has recognised the email address and thus sets the enquirer to the correct student. 

· The flag in the process bar shows where you are up to Click ‘Yes’ in the ‘Enquiry Acknowledged’ field, and the date will auto-fill.  

· Click ‘Next Stage’ on the process bar and you will move into the ‘Resolution’ stage, and the blue flag will move across.  

· You can add a Follow Up Date. Usually 1 week after you have converted the email to an enquiry.

· At this point you may want to add an activity, such as an email or phone call (unable to reply in prospectus/brochure enquiry).

· Click on Activities in the centre pane:
[image: ]
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[bookmark: _Toc433373428][bookmark: _Toc442185184][bookmark: _Toc504051773]4.1. Sending emails 
Apart from replying to an email as part of the enquiry process as above, you can send an email at any point via the ‘Activities’ pane:
[image: ]
A new email will open, complete as for Outlook.  There is no need to make a note of emails, as they are all saved to activities in date order (newest first).  
[bookmark: _Toc433373431][bookmark: _Toc442185187][bookmark: _Toc504051776]4.2. Phone calls 
· Click on the Activities pane
· Click ‘Add Phone Call’:
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· In the free text field, type the detail of the call.  
· Click into the ‘Direction’ field to change the default ‘Outgoing’ to ‘Incoming’ if necessary,
· Click ‘OK’ to save.     
[bookmark: _Toc433373432][bookmark: _Toc442185188][bookmark: _Toc504051777]4.3. Notes
· If you are waiting for more information before you can complete the enquiry, ensure you have saved (bottom right), and add a note:
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· Click ‘Done’ to save
· You can see if a Note is attached to an Enquiry as a number will appear next to ‘Notes’ which tells you how many notes are attached.
· Click amend the status of the enquiry as appropriate
· Click Save
[bookmark: _Toc433373433][bookmark: _Toc442185189][bookmark: _Toc504051778]4.4. Resolving an enquiry 
· When you have replied and completed everything you need to, you are able to resolve the enquiry, click ‘Yes’ in the ‘Resolution’ field, and ‘Date Enquiry was Resolved’ and ‘Resolved By’ autofill:  

[image: ]

· Click into ‘Resolution Details’ and free text type the detail of how you resolved the enquiry.  Select an appropriate dropdown from ‘Resolution Category’, then save.  The status will change to ‘Resolved’ and the enquiry is complete; it will disappear from the dashboard.    

· If a further email is received from the enquirer as part of the same chain (e.g. a reply to your email resolving the enquiry), the enquiry will re-open, and it will sit in the dashboard with the status ‘Contacted’.  

· If a further email is received from the enquirer but they have sent a new email (i.e. not a ‘reply’ but a new email), this will go into the dashboard as new email, and require a new enquiry creating.  
[bookmark: _Toc433373434][bookmark: _Toc442185190][bookmark: _Toc504051779]5.  Enquiries – other sources 

[bookmark: _Toc433373435][bookmark: _Toc442185191][bookmark: _Toc504051780]5.1. Directly from a contact  
· If an enquirer calls and you need to create an enquiry directly for example, navigate to Contacts:
[image: ]
· Using the search bar, search for the contact you wish to create the enquiry for:
[image: ]
· In the list displayed, locate the correct enquirer, and click on the name to open

· If the contact does not exist then click on ‘New’ to create one.

· If creating a New Contact, you must complete certain mandatory criteria, these include:
· Full Name
· Primary Personal Email Address

· It is good practice to include as much information to the Contact record as possible.
· Once created, you can create your enquiry.

· From the contact record, click on the 3 dots and select ‘Create Enquiry’ and the correct enquiry type:    

[image: ]

· Once you have created the enquiry, ensure that the correct ‘Enquiry Method’ is selected: 
[image: ]

· Save

· Complete the enquiry as before

[bookmark: _Toc433373436][bookmark: _Toc442185192][bookmark: _Toc504051781]5.2. ‘My Teams Enquiries’ from dashboard 
The bottom half of the dashboard shows all the outstanding enquiries assigned to your team: 
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All columns can be sorted by clicking on the column title, and selecting either the up or down arrow.  You can create a new enquiry from here by clicking on the ‘+’.
You can expand the view (to make searching easier for example) by clicking on the icon top right which causes the view to ‘pop out’ into a new box. 
· Any enquiries with the status ‘New Enquiry’ and the method ‘E-mail’ are those that have just been converted from an email.

· Any enquiries with the status ‘New Enquiry’ and the method ‘Web’ are those that have originated from the web enquiry form on the LJMU website, and have been redirected by the Course Enquiries Team.  CRM will automatically create an ‘outgoing’ email.  This outgoing email will be from the queue that is associated to the enquiry type.  

· Any enquiries with the status ‘Contacted’ and the method ‘E-mail’ are those that have just been converted from an email, answered and resolved, and the enquirer has sent another email in regarding the same matter.  When you have read and decided on an appropriate response (e.g. phone call, another email, no response required), you will need to manually change the status from ‘Contacted’ to ‘Resolved’ – this does not happen automatically.  If you don’t do this, the enquiry will sit in the bottom pane and not disappear.

[image: ]

 
You now need to answer the email, and manually change the status to ‘Resolved’, then save:

[image: ]
This will remove the enquiry from the ‘My Teams Enquiries’ grid on the dashboard.  
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Once converted, the email will disappear from ‘Course emails to be processed and appear
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2.2 Progressing an Enquiry

All Faculty Admissions enquiries appear with the same process bar once converted:
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This shows the original email (top) and the text of the enquiry (same) below. Click on the email
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This shows the original email (top) and the text of the enquiry (same) below. Click on the email
o symbol to open the original email, then once opened, click ‘Reply’ (top right) to type a reply
(as for Outlook), then 'Send (top right).

0

To add the detail of a phone call, |

1

2

5

i
A

15

2

3
16

4
3

"

A

2

o=

B Homepase | Lverpool JohL. | g Enquiy: Science Admission... X

@ v

[o@] =

File

lew Favorites Tools Help

5 £ Latestnews, sportand co... G Google

=+ NEw T DELETE

ENQUIRY

Science

 Acknowledge

® =

(& GENERATE SUB ENQUIRY &Y QUAUFY~ (S DISQUALIFY PROSPECTUS SENT [ ADD TO MARKETING LIST
P . iyt | Eviyowe | s
Admissions Enquiry - Lara An...  |saases | | s

Assigned To™
s Science A

Resolution ™ No Resolution Details * click to enter

Date Enquiry was Res *  click to enter Resolution Category click to enter

Resolved By * dlick to enter Close Enquiry? No
What's New A
Summary
ENQUIRY DETAILS POSTS ACTIVITIES NOTES ENQUIRER DETAILS

- |AddPhone Call  AddTask  eee

Enquiry Type Science Admissions Enquiry Al
Enquiry Classficati * @ Student Lara Anne Charlesworth
Enquirer E Lara Anne Chariesworth =" Email Lara Cherlesworth@rir
Enquiry Method * Email &, Mobile -
Academic Vear © - Business -
Level o Study -

ntemational Enquiry  No .
Intemational Enduiry Call With Science Admissions Enquiry - Lara Anne 8 CONTACT TYPES
ESwEnquy @ No Charlesworth
Complextquiy @ - Direction Outgoing +
Follow Up/Target e 21/10/2015 Name
Country - [ Left voice mail oK Gancel Student
‘COURSE DETAILS v

Sarah Gabbutt
Open ]
®100% v
RSS Feeds I Older
Thanks
=~ 2 e :

f that
ent:

the





image23.png
POSTS  ACTIVITIES  NOTES (1)

Tite
Asked totorfo isopinon befor sending a ull response. D3|

0 [ atach Done

Note
Deborah Smith - Today 15:28




image24.png
ENQUIRY

Course Enquiry - Deborah Jane Smi... = iy tnter | o ome | S e

Beng2teor | 1912018 Acknowedges

s et SR

Resolution™ No Resolution Category * click to enter.
Date Enquiry was Resolved*
Resohved By " dlick to enter
Simple Enquiry Business Process (Active for 5 minutes) P Set Active




image25.png
© Quick ol Student

Dashboards: APS Adrmissio,

By GiticAree <

%5 ) Student Grades (2 &) Student Grades &) Assessment Bosrd Reports ) Request Advisement Report &) Quick Enrol a Student ) User rofiles (2) ) User Profiles g Open Advanced Find

Dynamics 365

My Work

My Work

@ Dashboards

Recruitment v

Recruitment

Customers

Contacts

| Organisations
T 03/01/20171038 Mark Mohan
T 08/03/2017 1437 Undergraduate Prospectus - Nicol..
T 08/03/2017 1438 Mark Mohan
T 31/03/2017 1421 Howard Walsh
T-sotas

My Teams Enquiries (Unassigned) v

¥ hitps://crm2016 jmu.ac.uk/Production-Pass2/main.aspi522212302

Dashboards >

Events Management

Recruitment

splctions

Message received from LIMU web site

Re: Withdraw offer
Message received from LIMU web site

Entry Deferral

Search fo records o
Enquirer Enquiry Type Enquiry Enquiry Date | Modified On 4
Reiya Tanaka Funding Enquiry. New Enquiry 19/10/2015 19/10/2015 1140
Kaita Hasegawa International Enquiry  New Enquiry 29/07/2016 29/07/2016 09:17
Abdulmajeed Alotaibi International Enquiry  New Enquiry 03/08/2016 03/08/2016 1037

Jay Patel
Zoe Quinn

Kbalfah F KH M Aqeel
Lateefah BM AS Evan

Mohammed Aqdas Rafiq

H O Type here to search

International Enquiry  Contacted

05/01/2017 05/01/2017 17:01

Course Enauiyy  New Enquiry 26062017 26/06/2017 10:10
Student Adrin Encu.. New Enquiry 047102017 0471072017 1126
Student Adrin Encu.. New Enquiry 047102017 0471072017 1421
Funding Enquiry  New Enquiry 290082017 1871072017 2222

Vacancy Management

Marketing

Sales Literature

APS Admissions =

APS Admissions =

APS Admissions =

APS Admissions =

Page 1 b
Enquiry Meth...  Enquiry Description

Web Hi, | am Relya Tanaka who lives in Japan. | am in a Jap...
E-mail Dear International Admissions Team I'm Kaita Hasega.
€-mail Hello Sir/madam | hope everything is well .| am writn
E-mail My name is Jay Patel and my Student Id is 783049, As.
E-mail To whom it may concern, I've recently got a new job a...
€-mail Hello I'm Khalifah AQEEL UMUApplicant D : 785974 L.
E-mail Hi, I've tried to find my timetable but i couldnt so ca.
E-mail Hi UCAS ID: 1175728865My name is Aqdas and | am s

Business Development

~ & Liverpool John Moores Universty [G8] & | Search...

Show Record Properties |

20/01/2016 21:29 Roxana Claudia Ardei Dan
25/01/2016 23:19. Hussein Doraghi
28/01/2016 12:04. Elle Garner

07/02/2016 1353  Elle Garner

SAW Advice Team
SAW Advice Team

SAW Advice Team

SAW Advice Team

Business Support Team

SAW Student Engagement Team

SAW Student Engagement Team

SAW Advice Team

Planning & Information

Student Services

) Employee-facing registry

Marketing

Re: Re: BA(Hons) Graphic Design and llustration degr.

Re: BA Graphic Design degree UMU0154107

Re: BA Graphic Design LIMU:0154108

Re: Mathematics qualification LIMU:0154139

Assessment Board Mainte.

Disabiliies

APS Admissions

APS Admissions

APS Admissions

APS Admissions

Page 1 b

+

Faculty Admi P

Insert Design  Layout  References  Mailings EndNoteX8  BlPublsher  Q Tell me what you want to do

Smith, Deborah 9 Share

. A - p Pfind -
ﬁ Segoell _-|11_-[A [ A2 | % 2009 | nagbcer| assocene |, £ AaBbC AaBbC( daBbech AaBbCcD AaBbced AaBbeed A daBheer acsbceo acsbecp acsbeepe mabeede || e
Pajte S FormatPainter | B I U vk X, X' A-¥-A- Dy . TNormal | TNoSpac.. Heading1 Heading2 Heading3 Heading4 Heading5 Heading6 Heading 7 Title Subtitle  SubtleEm.. Emphasis Intense. Strong 1 Select~
Clpboara B Font 5 Paragraph = styies 5 Eating ~
Format Text Effects ¥ %
A B
> Shadow
4. Enquiries — other sources * Reflction
rectly f > Glow
4.1 Directly from a contact b SoftEdges
If an enquirer calls and you need to create an enquiry directly for example, navigate to b 3-D Format
Contacts
Using the search bar, search for the contact you wish to create the enquiry for:
In the list displayed, locate the correct enquirer, and click on the name to open.
If the contact does not exist then click on ‘New’ to create one.
Page 15022 2343 words C] S - ' + o





image26.png




image27.png
Mg Microsoft Dynamics CRM v #t | RECRUITMENT v Contacts | v becky howard | v

4 new  [30EACTVATE 33 CONNECT -

ADD TO MARKETING LST  $8ASSIGN @ EMALLALNK X DELETE

H conmacr som -
becky howard

Summary
STUDENT DETAILS

Title
Ful Name *
Salutation

Known As

Previous Insttution
Nationalty
Scholarship.

Student Status
International Contact
*in Counselling

DPA Stugent
Student Advocate

MARKETING DETAILS

E

Secondary Email
Emal Address 3
Default Email Send
Home Phone
Mobile Phone

Business Phone

POSTS  ACTIVITIES NO'

Mrs Enter post here
becky howard Both Auto posts User pc
- becky howard

- Bl contsctcrestec
On becky hovarc
21/08/2015 17202

No
No
No
No

becky@test.com

& ko Tosvent

B rom

(& Create Enquiry
3 5o an ntervew
£ raatovcany
Dsnare

8, snare securea ieios
X Follow

@ Run Werkfou

5] stat Disog

5 Run Report

24 Otner Actiies

= Relationship

} student
Advocate Enquiry
Summer Universty
Summer University Enauiry
Malaysia Enauiry
India Recrutment Enauiry

China Recruitment Enquiry

mrs white berry
y s white bery
, s brown bery.
, | mousebery

International Admissions..
International Admissions..
International Admissions ..
Engineering & Technology..
Science Admissions Enauiry
PS Admisions Enquiry
EHC Admissions
‘Accomodation Enauiry
Compiaint

Course Enquiry

Event Enquiry




image28.png
@H S O- PICTURE TOOLS
U foME | WNSIRT  DESGN  PAGELAYOUT  RGFERENCES  MALINGS  REVEW  VEW  EndNoieX!  FORMAT Gabbutt Sarsh -
& C A 2 w. B #Find ~
ﬁE@ Colir Body) ~[11 | A A - 2 R BT fasmbcene assboene AaRbCc AsBocet AQBI L g o
Pate B I U -mex.x A-¥-A-K & TNormal | TNoSpac.. Headingl Heading2  Tile (=] 1.
o @ H 9 O
BTl foME | WNSIRT  DESGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW VW  EndNoteX] Gabbutt Sarsh -
T A A Aae e s w8 #rind -
1 ﬁ Segoe Ul EEMESE SR K- 2L T pagbeer ambceoe L. £ AaBb 1. AanH erepnce
Pue o B I U-wmexx A-¥-A-BE &-m@- TNomsl | TNoSpoc.. Hesding1 Heading2 Hesding3 |-| g o
™ |clipboard = Font ] Paragraph G Styles. ] Editing
5 T SNRE RS NUNS ENNR ENNS UL SRS ENRY TRRE R R TR IR IR IR
B Ciick on the ellipsis, and then select ‘Create Enduiry’ and the correct enuiry type:
K P bede moward
Sommory
4 Once you have created the enquiry, ensure that the correct ‘Enquiry Method is selected:
B New Enquity - [
e o 0 E

LIERN
e —

- ———

ustfmuacuk VAT mainzsp 287221 O - @ b‘—_

|8 Homepage | Liverpocl John

| i Enqiy: New Encuiry - wic.. = ||

File Edit View Favorites Tools Help

5 £ Latestnews, sportand co... G Google

EISAVE [SAVERCLOSE +NEW  / EDITPROCESS B FORM EDITOR

ENQUIRY

New Enquiry

@ abb 9 .
Enquiry Number | Enquiry Date Status Assigned To*
a- 15/10/2015 New Enquiry Sarah Gabbu

What's New A
Summary
ENQUIRY DETAILS POSTS  ACTIVITIES  NOTES ENQUIRER DETAILS
Enquiny Type International Admissions Ag 1 Enter post here FosT
Enquiry Classficati * @ Student Both Auto posts  User posts Johnny Marr
Enquirer Johnny Marr =" Email test@lmuacuk
i F Loty Mare We didn't find any posts.
Enauiry Method* HE Fair &, Mobile -
- " A Business -
Academic Year frie
Level o Study Event
International Ex oM M
ematora Exqiy - & contacr vees
ESwEnquiy @ No
ComplexEnquiy @ - +
Follow Up/Target Re = Name
Country - No Contact Type records found.
‘COURSE DETAILS
< >
Faculty -
INTERESTED COURSES .y
Open
H10% -
2 I Two Weeks Ago
From: Gahhust Sarsh
=~ 2 e o

b LastMonth

verted





image29.png
EHES O-
HOME | INSERT  DESGN  PAGELAVOUT  REFERENCES  MALINGS REVEW  VIEW  EndNoteX? Gabbut, Sarah ©

[ 5 st i A 4 aa- 2% e 8 [amncet msnce L. £ B

_ . -] #cReplace
Pajte & BT U-aex X A-¥-A-B® R TNormal TNoSpac.. Headingl [<| |\ g
Clipboard 1 Font 5 Paragraph 5 stytes 5 tating
. R ERT ENRE TRRE RRY ENES SNNT SNNLENEY TRRE FNNS TR SRR TR SRR IRNS NSS A

- m
Once you have created the enquiry, ensure that the correct ‘Enquiry Method is selected:
B syt
4 wehar
. Lo ~
Headomic Yo =
4 ot sty .
[——
-l .and save. Complete the enquiry as before.
4.2 'My Teams Enquiries’ from dashboard
PAGE 170 o o E
" Test for Sarah 1
2|
| email

Sarah ~

File Edit View

o -

| Al Dasivoards: APS Admisions .| Ay Dshivoards: APS Adrmisso... %

Favortes Tools Help
5 £ Latestnews, sport and co... G Google [l Suggested Stes

@ -
EPSAVEAS IS NEW (S CREATEENQUIRY » & REFRESHALL ik ADVANCED FIND
APS Admissions ¥
Norecords ae vl n s vew
|yana
[Iicer,
 Lverpool 13
[ Fro
My Teams Eng +
Search forrecords. o
Enquirer EnquityDate | Enguiny Status Enquiny Type Enguity ethod.. Enquiry Descipion Asigned To
bencdica Ak 05072015 Newknquiy  Coursefnquiy  Web Hello,Lam in my st year of sxth-form and T am nt.  Recrutment and Admissions.
Rostalangley 051072015 Newknquiy  Coursefnquiy  Web Hell, s ust after it bit more information . Recruftment and Admissions.
ANNE OGDEN 06/10/2015  New Enquiry Course Enquiry Web Tam interested in school direct teaching maths in pr...  Recruitment and Admissions... re itis
John Lowton 051072015 Contacted  Event Enauiy Emai To whomever ihis may concemam gracuste of Ui Recrtment and Admissions.. | Byingfor-
Daisy Evans 05102015 Newbnaury  CoscEnqury  Web T completed A levels n English Language, Geograph..  Recrtment and Admissions..
loiseWeren 051072015 Newnquiy  CourseEnuiy  Web i, am currntly esearching postgraduste courses..  Recrutment and Admissions.
Caremichel 05102015 Newtnauy  CouscEnqury  Web To whom it may concern am am really nrested n..  Recrutment and Admissions..
Loura Dwer 02015 Newknaury  CoscEnqury  Web How many cedits onthe stand alone level 7 modul.  Recrutment and Admissions.
osorize Page1
[fand Neil to
y
w100%





image30.png
ENQUIRY

Course Enquiry - Lan Ting Wang
N -

Enquiry Number | Enquiry Date Status
Bena-21690 27/09/2018 Contacted

V frauiy Adknoluedged?  Ves
v Date Acknowledgement Ser  21/09/2018
Simple Enquiry Business Process (Active for 45 days, 23 hours) Next St

» What's New
“Summary

ENQUIRY DETAILS POSTS  ACTIVITIES NOTES ENQUIRER DETAILS

Al ~ | Add Phone Call Add Task v
Enquiry Type Course Enquiry. ! YE
Enquiry Classficatio™ @ Student
A Lan Ting Wang Lan Ting Wan

oty Standard - Re:IMU:Course Enquiry - Lan ing Wang LIMU002905703 9 Werg

Enquirer R Lan Ting Wang 27/09/2018 1836 [l Company -

Enquiry Method * Web - 2 primary Persc  lantinguiang 15@icloud.com LOCAL

B Course Enuiries

Academic Year 202072021 W74 UMU: Course Enquiry - Lan Ting Wang LIMU:002905703 B SecondaryPe -

Level of Study Undergraduate 2710972018 1737 S UMUEmal

Publcation Name. - €, Mobile -

1s Sub Enquiry aNo Business -

Follow Up/Target Res|  04/10/2018

Country of Residence  United Kingdom

Country of Nationality,  United Kingdom




image31.png
(& Enquiry: Course Enquiry - Lan Ting Wang - Internet Explorer

B 90 -

ity Adm mails and Enui

RMUpgrax

Dynamics 365

Home st Desgn  Lajout  References  Mailngs BN cipusisher  ©Q Tellmewhat you want

Smith, Deborah £, Share
[R ©corosmana Style: | Annotated 25 Categorize References = | 4] Export to EndiNote~
+NEW i DELETE [ AUTOMATION PROGRAMS p ENGAGEMENT TIMELINE & GENERATE SUB ENQUIRY &Y QUAL PROCESS ~ S DISQUALIFY ~ [ PROSPECTUS SENT V| PO it inionty | B Upbie Gt rdbiogaghy [t Formting <0t percs
Citorom - B Edit Library Referencets) | B Convert Ctatins and ibliography ~ @rep
ENQUIRY Gtations Bibliography 5 Tools ‘
COU rse E n q u ‘ ’ry - La n T‘ ng Wa ng Enquiry Number Enquiry Date Status ned To™ >What's New
Beng-2160 27/09/2018 Waiting for Detd | sfs, Recruitme: *Summary
Acknowledged
Contocted F— o s .
Acknowledge (Active for 45 days, 23 hours) r Resolution e Enauny. Ry ——
B = SR e v
V Enauiry Acknolwedges Yes Responded/in P! 5 — comataaar
V Date Acknonledgement Ser  27/09/2018 = Y-S —
Simple Enquiry Business Process (Actve for 45 days, 23 hours) Next Stage © ~
N .
What's New a You now need to answer the email, and manually change the status to ‘Resolved!, then save:
“Summary
This will remove the enquiry from the My Teams Enquiries’ grid on the dashboard.
ENQUIRY DETAILS POSTS ACTIVITIES NOTES ENQUIRER DETAILS
Al ~ | Add Phone Call Add Task - v
Enquiry Ty Course Enquiry ! YE
nquiry Classificatio * Student
ey Chasfas 4 ity Lan Ting Wan
priority Standard & Re: UIMU: Course Enquiry - Lan Ting Wang LIMU:002905703 9 1ens
Enquirer IR Lon Ting Wang e g [ Company -
Enquiry Method * Web X 2 primary Persc  lantinguiang 15@icloud.com LOCAL
B Course Enuiries
Academic Vear 2020/2021 W4 UMU: Course Enquiry - Lan Ting Wang LIMU:002905703 & Secondary P
Level of Study Undergraduate 2710972018 1737 S UMUEmal -
Publcation Name - &, Mobile -
1s Sub Enquiry aNo Business -
Follow Up/Target Res|  04/10/2018
Country of Residence  Urited Kingdom
Country of Nationalit,  Urited Kingdom
& CONTACTTYPES
‘COURSE DETAILS Name 4
Faculty Pharmacy & Biomolecular Sciences No Contact Type records found.
Degree Apprenticeship? o
ENQUIRY DESCRIPTION o
INTERESTED COURSES
Open

H O Type here to search





image32.jpg
w LIVERPOOL
) JOHN MOORES

UNIVERSITY




