
Sales Appointment Management - Best Practices
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Kyle Beckerman

12/08/11 5:30 PM

Need to get Black Armada ready

Appt Confirmation Process
Beginning of Shift: Click Bar of Scheduled Appts.
in the Sales Console of Mgr. Dashboard1

Click on Names of Customers to Upate the
Status of Upcoming or Past Appointments2

On the Right Side of Screen - Click the Status of
Appointment and Change to Current Status3

End of Shift: Make Sure that “No Show” and “Show”
Bars = Scheduled; Follow up on “No Show” Appts4

Appointment Setting Process
Throughout Shift: Monitor how many appointments have 
created today1

End of Shift: Check in Sales Checkout - with the phone
calls made, did the salesperson schedule appts?2

Daily/Weekly: Use numbers on Sales Checkout Report
to see if salespeople are on track to meet monthly goals3

Daily: Appointment Display Report - Helps customer feel
important/special when shown.  Makes sales team want
to be on the display (Don’t want to be the only one not on)

4

Created*
Scheduled*

Show*
No Show*

Next 72 Hrs

Phone CallsAppointments Email Communication

0 0.5 1 1.5 2 2.5

0
0
0
0

1

Created*
Completed (CTI)

No Response*
Bad Phone*

0 4 8 12 16 20

0
0
0

12
Sent

Received

0 0.5 1 1.5 2 2.5

2

2

Created*
Scheduled*

Show*
No Show*

Next 72 Hrs

Phone CallsAppointments Email Communication

0 2 4 6 8 10

6
3
3

0
8

Created*
Completed (CTI)

No Response*
Bad Phone*

0 4 8 12 16 20

0
0
0

18
Sent

Received

0 2 4 6 8 10

3

7

Created

Next 72 Hrs

Show

No Show

Scheduled

1 2 3 4 5 6 7 8 9

Con�rmed

WelcomeNissan Demo

Loretta Nieto
Nancy Arriage
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Victor Huges
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call to set appt.
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call increases show 

ratio by 25%
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“no show” follow up 
from mgr. can either 

be automated
or manual 

50% “No Show”
with no con�rmation

"He who fails to plan is planning to fail." 
- Winston Churchill 


