Leads: Create and search for leads, view all leads, check lead compliance Must !OE'OUt
Calls: Inbound/Outbound call tracking, Inbound/Outbound Conversion Help/Contact Us by clicking
Reservation Sales: Shortcut into frequently used reports. Destination: If using a desk phone, make Technical Support on initials

N hv | S;;} RESE r"'u"atiﬂn Sales HUb sure number matches. If using a virtual ‘] Education AS

phone, ensure working property NAVIS University 8

Knowledge Base

LEADS » CAILS - RESERVATION SALES -

Action Center

Waiting s
2 Follow Up Leads [

Active hd 3 Attention Leads [

) - 3In-Process Leads [}
The active call queue appears here. When calls are in

WAITING they have not been answered yet. Calls in ACTIVE
mean an agent is currently on that call. You can expand each

1 Unassigned Email Leads [}

category to see the calls. 1 Unread Email Replies [
o Action Center 1 Voicemails (4
L J ] 5
a-mw Agents ACTION CENTER
Follow Up Leads: Any ‘Hot Lead’ where the next logical follow-up contact is within 4 days from the original contact, or the
By clicking on the AGENTS tab you will be lead ‘auto completes’ - requires notes, an ‘action plan’ and a reminder - an INDIVIDUAL folder.
able to see everyone logged into HUB, Attention Leads: Leads requiring your attention.

their status and if they're ready to chat. In Process Leads: Any ‘Hot Lead’ where the next logical follow-up contact is more than 4 days from the original contact—

requires notes, an ‘action plan’ and a reminder - an INDIVIDUAL folder.

Unassigned Email Leads: A GROUP folder - can be accessed and addressed by all.

i )
Available Unread Email Replies: Response from customers contacted first via ELM email.

Voicemails: A GROUP folder - can be accessed and addressed by all. Click M/R after reviewing. Click on the green plus sign
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to make a new lead if needed.
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Booked Leads with PMS Interface Fill Out a Lead Form for “Any Desire to Stay”
Email Address: RTG Zip Code Call Result
Checkln I.'luh:| 8/46/2017 Nights| o l:nunlnr| United States
Check Out Date| 5/15/2017 I.eacl.ll.g\:rlt| MAWIS Education Booked Boaoked
Farniby Vacation Assigned.ﬂ.gent[l‘JA‘,"SEdL.catim
Followu Hot Lead
- - - Send Reminder Email[ ]l P
Booked Lead Requirement (with PMS interface): Inp Hot Lead
N rFrocess olLeda
- DMA for Email Address
Not Booked Not Booked
‘ Reason for Stay (Rete Resistance)
. Booked & Reservation number
Not Booked Property Turn-down
* MNotes kcadinformation (&vailability, Policy Issue)

Armount #Get From Interface Agent| NAVIS Education

Mew MNote

= —

Email Address: | test@gmail.com Compliance consists
(Font Siza) l | Irsert Imaga nsert Temple of:
Check In Date | 3/5/2020 1. Email Address

o 2. Dates of stay
Check Out Date | 3/12/2020

3. Reason for Stay

Reason for Stay | Couples Vacation

Avoiding Duplicate Leads

If a guest calls in from another number (cell vs. work phone) on
the second callinto reservations:

Create Blank Lead

Find or Create Lead from Phone Number Populate
The most efficient way to search for a lead is by phone

Find or Create Lead from Email Address LOIEICE number or email address since they are unique.

Find or Create Lead from Email Address Populate

Contact Information: Technical Support 24/7: 888-706-1415 or support@naviscrm.com | Education M-F 8am-5pm PST: 877-547-5991 or education@naviscrm.com
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