
Admin - Adding a Comment on behalf of a ‘Site’

If you’re dealing with an enquiry on behalf of a Development (e.g. the Development may be closed or coming soon), 

you must add a Comment.

e  If a prospect has enquired at one Development in your region, the Development field will be pre-populated 

r Select ‘Type’ of follow up from the drop down list

t Add Comment

u Select ‘Save’ to save details
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Admin - Adding a Comment on behalf of a development

e If a prospect has enquired at multiple Developments, you must select the relevant Development from the drop 

down

r Select ‘Type’ of follow up from the drop down list
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Admin - Comment Saved

e Your Comment is saved
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Admin - Adding a Comment to a ‘Region Wide’ Enquiry

e ‘Regionwide’ enquiries have no Development name in the Development column. 

r Select ‘View’ to open the KIT form to edit/view details. 
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Admin - Adding a Comment to a ‘Region Wide’ Enquiry

e Select ‘Type’ of follow up from the drop down list, and add a comment

r Select ‘Save’ to save details - this will turn a ‘red’ enquiry to black
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Admin - ‘Region Wide’ Enquiry - Finding a ‘Site’ of interest

A ‘Region Wide’ enquiry should be added to a Site in order for that Site to manage the lead. 

e Select ‘Prospect Comments’ to find out the site/area of interest
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Admin - Adding a Site to a ‘Region Wide’ Enquiry

e Update the Prospect by adding a ‘New Enquiry’ and Select ‘Email or Telephoned’

r  Select the Site from the drop down list and enter a Plot number of interest if known 

Please Note: See pages 18-19 for full details on how to Save a KIT. 
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