Tech Tip Tuesday—January 28, 2025

Follow Up

Have you ever had a situation where you had a reservation that you wanted to follow up on later?
Maybe a new client that you want to check in with after the trip to see how everything went? Or maybe
even an old client but you sent him a new car, or maybe used a new chauffeur?

Rather than trying to note down the trip number for later, and then remembering where you put the
note, Livery Coach has an easier way.

In the Option tab of a trip summary, there is a box labeled “Reservation Follow Up” that can be checked.
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Now, how to find all those trips?

Simply navigate to Find Trips, where you can just search for them directly, and see which ones are (and
aren’t) marked for follow-up. As with any other search, you can look for current trips, archived trips, or
both.
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|FD||DW Up Reservations v|
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Mo Trip # Trip Total | Chauffeur ID |C0ntact Mame Start Date 4 | End Date

Yes

9009964 1,268.50 Frank Unionvile-Chadds Ford Sch...  05/15/2019 10:30 05/15/20
Q015359 335.75 Hermauer Ir., James 01/06/2020 17:06 01/06/20
13180 311.85 Test , David 11/04/2021 10:55 11/04/20
15804 124.00 Freeman , Freddie 02/10/2023 13:47  02/10/20
18451 255.90 420-Snoop Hirsch , David 08/16/2023 16:15 08/16/20
20330 290.58 Hirsch , David 03/01/2025 10:00 03/01/20

Once you have followed up, simply open the trip and un-check the box. On an archived trip, the
checkbox is at the bottom of the Pick Up/Drop Off tab.
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