[bookmark: _c97ay8k00p25]Day 1


1. Welcome Meeting (1h)
Participants: Eli,
Goal: Official welcome, team introductions, and general role overview.
2. Meeting with Laura for Introduction  Trainer (30 min)
Participants: Laura
Goal: Go over the learning path.
3. DripJobs Academy: Welcome to DripJobs 101 (2h)
Day 2

1. Watch Level 1 Onboarding Recording
Goal: Understand the structure and flow of a typical onboarding session.
2. Intercom Shadowing

Day 3

1. Watch Level 1 Onboarding Recording
Goal: Understand the structure and flow of a typical onboarding session.
2. DripJobs Academy: Company Settings 101 - 1h
· Self-paced course to introduce all key sections of the Company Settings.
Day 4

Introduction to Tools (1h) – New Hire
Basic self-paced training to get familiar with the platform.
Overview and purpose of the following platforms:
· Close
· Intercom
· Loom
· DripJobs

2. Hands-On Practice: Company Settings Deep Dive (2h)
New hires will go through each section of Company Settings and apply changes as follows:
· Company Info:
· Change the company name and address.
· Brand:
· Use Brand Finder to search for branding information.
· Email Settings:
· Understand what Blast is and how it works.
· Review and explain each option available in this section.
· App Settings:
· Add at least 2 labels per dropdown.
· Review and explain the impact of each toggle/option at the bottom of the section.
· Calendar:
· Create a Custom Event.
· Schedule an appointment from the Calendar tab.
· Templates:
· Understand the purpose of each type of template.
· Locate where Terms & Conditions appear and how they’re applied.
· Payments:
· Find out Stripe's fee.
· Learn how alternative payments work and how to edit them.
· Integrations:
· What is Acorn and how is it connected?
· What does Zapier do and how is it used?
· What is QuickBooks for?
· How and where is CompanyCam used?
· What is Twilio?
· Where do “panic leads” (leads from distress) appear?
· Customer Portal:
· Upload at least 3 PDFs (blank files are okay).
· Locate where they appear in the Proposal.
· AddOns:
· Understand the purpose and function of each AddOn.




Day 5

 Debrief Meeting with Alex
· Discussion on what was learned during the deep dive
· Address doubts or questions
· Reflect on how each section impacts the client and user experience
Sales Pipeline Walkthrough & Full Flow Simulation
New hires will go through the complete process from lead creation to signed proposal using their own information. Step by step:
· Create a Lead
· Add yourself as a Cold Lead using your own email
· Ensure your settings allow you to receive Drips
· Check Your Email
· Fill out the Booking Form from your inbox
· Watch the Deal Move
· Observe how the lead moves from Cold Lead to Estimate Requested automatically
· Appointments Tab
· Go to the Appointments section
· Schedule an appointment manually
· Track Status Change
· Confirm the lead now appears as Estimate Scheduled
· Create the Proposal
· Add multiple items, including:
· A deposit
· Internal notes
· Photos
· A Custom Section
· Send the Proposal
· Simulate Customer Actions
· Request Changes on the proposal
· Reject the proposal
· Reopen the proposal
· Send it again
· Sign it



Day 7

 Debrief Meeting with Alex 
· Discussion on what was learned during the deep dive
· Address doubts or questions
· Reflect on how each section impacts the client and user experience
Step-by-step activity - Jobs Pipeline Review
1. Initial review
· Go to the Jobs Pipeline and open the deal that has just had its proposal accepted.
2. Working with the Invoice
· Open the Invoice associated with the job.
· Cancel the existing Payment Request.
· Create a new Payment Request and send it to yourself.
· Go back to the invoice and Mark as Paid.
· Analyze what happens to the Balance after marking it as paid.
3. Scheduling the job
· Go to the Job Schedule.
· Schedule the job from 11:00 AM to 4:00 PM with a 4-day duration.
· Assign a Crew.
· Make sure weekends are excluded from the schedule.
4. Analyzing movement in the Jobs Pipeline
· Return to the Jobs Pipeline and observe how the deal moves automatically.
· Analyze what new information has been added to the Deal Card after scheduling.
5. Changing status to Project In Progress
· Manually change the deal status to Project In Progress.
· Add a Change Order for an item worth $1,500 USD.
· Send it to yourself.
· Accept the Change Order from the email you receive.
6. Completing the project
· Move the deal to Project Complete.
· Identify which Drip is sent instantly at this stage.
· Explain why this Drip is important for clients.



Day 8

Debrief Meeting with Alex
· Discussion on what was learned during the deep dive
· Address doubts or questions
· Reflect on how each section impacts the client and user experience

Settings Training 
[bookmark: _f5t6nrkpu7i]1. Booking Form
Objective: Understand what the booking form is, how to customize it, and how it integrates into the client workflow.
[bookmark: _f5t6nrkpu7i]Step-by-step:
1. [bookmark: _f5t6nrkpu7i]Understand what the Booking Form is and its purpose.
2. [bookmark: _f5t6nrkpu7i]Learn how to edit the Booking Form settings.
3. [bookmark: _f5t6nrkpu7i]Observe how the form changes visually when you modify its settings.
4. [bookmark: _f5t6nrkpu7i]Write down two ideas for how the QR code could be used in a business setting.
5. [bookmark: _f5t6nrkpu7i]Understand what the Thank You Page is and why it is important.
6. [bookmark: _f5t6nrkpu7i]Add two customer questions to the form.
7. [bookmark: _f5t6nrkpu7i]Enable the option to allow attachments.
8. [bookmark: _f5t6nrkpu7i]From the Sales Pipeline, find a way to send the Booking Form.
9. [bookmark: _f5t6nrkpu7i]Send it to yourself and fill it out as if you were a new client.
10. [bookmark: _f5t6nrkpu7i]Analyze what happens in DripJobs when a new client submits the form.
[bookmark: _f5t6nrkpu7i]
[bookmark: _f5t6nrkpu7i]2. Card Labels
Objective: Learn what card labels are and how they can be used for organization and process tracking.
[bookmark: _f5t6nrkpu7i]Key points to cover:
· [bookmark: _f5t6nrkpu7i]Define Card Labels.
· [bookmark: _f5t6nrkpu7i]Explain their purpose.
· [bookmark: _f5t6nrkpu7i]Write down at least two ideas for how you would use Card Labels in day-to-day work.
[bookmark: _f5t6nrkpu7i]
[bookmark: _f5t6nrkpu7i]3. Employees / Subcontractors
Objective: Understand the difference between employees and subcontractors in DripJobs and their role in daily operations.
[bookmark: _f5t6nrkpu7i]Key points to cover:
· [bookmark: _f5t6nrkpu7i]Explain what Employees and Subcontractors are in DripJobs.
· [bookmark: _f5t6nrkpu7i]Describe how they can be useful in day-to-day operations (e.g., assigning jobs, tracking schedules, managing crews).
[bookmark: _f5t6nrkpu7i]
[bookmark: _f5t6nrkpu7i]4. Reminders
Objective: Understand how reminders work and their impact on task follow-ups.
[bookmark: _f5t6nrkpu7i]Step-by-step:
1. [bookmark: _f5t6nrkpu7i]Identify where reminders can be viewed in DripJobs.
2. [bookmark: _f5t6nrkpu7i]Test what happens when you activate reminders.
3. [bookmark: _daapecboqkik]Learn about the different types of reminders available.
Day 9

Debrief Meeting with Alex (1h)
· Discussion on what was learned during the deep dive
· Address doubts or questions
· Reflect on how each section impacts the client and user experience
1. Escalation Process - Level 0 (30m) – Laura
· What is a bug or glitch?
· How to differentiate customer misunderstanding from a real issue
· When and how to escalate properly
2. Billing Escalation Process (30m) – Nicole
· How to handle billing-related issues
3. Outreach Escalation Process (30m) – Sammy
· How to manage outreach-related issues
4. Retention Process  (30m) – Kennedy
· Retention skills
Day 10
1. Intercom Practice: Most Common Questions (2h) - Alex
· Hands-on time in Intercom
· Practice replying to frequently asked questions
· Real-time feedback and coaching if needed

2. Intercom Overview: Macros, Expectations & Response Times (45 min) - Ask  David A to record a video explaining all of this
· How to use macros effectively
· Expectations around tone, empathy, and accuracy
· First Response Time goal
· Escalation vs. resolution
Day 11

Twilio, Production Rates, Job Costing & Zapier
1. Twilio Overview (30 min) - Josue
· What is Twilio and its role in DripJobs.
· How Twilio connects to DripJobs for messaging and phone capabilities.
· Difference between a shared number and a dedicated number.
· How message campaigns are sent through Twilio.
· Common errors customers face and how to identify if it’s a Twilio-side or DripJobs-side issue.
· Best practices when assisting customers with Twilio setup or troubleshooting.
3. Production Rates (30 min) Alex 
· Definition of Production Rates.
· How they are calculated in DripJobs.
· Examples of using Production Rates to estimate job duration and cost.
· Why they are important for scheduling and resource allocation.
4. Job Costing (30min) - David C
· What is Job Costing in DripJobs.
· How it helps track profitability of a project.
· Key inputs: labor, materials, subcontractor costs, and overhead.
· Common mistakes customers make when setting up job costing.
5. Zapier (30min) - Laura
· Introduction to Zapier and how it integrates with DripJobs.
· Examples of common Zaps used by customers.
· How to explain the concept of “Triggers” and “Actions” to a customer.
· Potential automation use cases to improve efficiency.
Day 12 and On
1. Intercom Practice: Most Common Questions (2h) - Alex
· Hands-on time in Intercom
· Practice replying to frequently asked questions
· Real-time feedback and coaching if needed
2. Reply to Intercom during the night shift 

